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AR220 Managing Customer Billing, Receivables and Customer
Payments - Circuit Court

Course Overview

Cash register transactionsare transmittedinto GEARS via the bus interface for local accounting -
Circuit Court and District Court. These transactionsare processed in the Billing and Accounts
Receivable modules in GEARS.

The GEARS Billing and Accounts Receivable modules help you plan, manage, and track the
Judiciary's revenue and billing activitiesrelated to cash register transactions.

Thiscourse discusses processing of cash register transactionsin GEARS for the following types
of transactions for Circuit Court. You can record revenue allocation and customer payments, and
process local accounting revenue transactionssuch as bad checks. Assigned GEARS users can:

Record revenue allocation and customer payments
Process local accounting revenue transactions
Local revenue disbursements

Generate the Fund Allocation Report (FAR)
Revenue Allocation Adjustments

Bad Checks (Circuit Court)

Course Outline
The following sections and lessons provide step-by-step instructionson processing revenue
allocation and payment recording for Circuit Court cash register transactionsin GEARS.

Course Audiences and Prerequisites

Lesson 1: Reviewing GEARS Billing and Accounts Receivable Processes
Lesson 2: Understanding Key Order-T 0-Cash System Processes

Lesson 3: Processing Cash Register Transactionsfrom the BUS Interface
Lesson 4: Processing Bad Checks

Lesson 5: Processing Local Revenue Disbursements

Course Summary

Course Audience and Prerequisites

Audience(s):
The Judiciary audiences for thiscourse are:

e Circuit Court

GEARS Role(s):
Thiscourse is intended for Judiciary employees with the following GEARS role(s):

Page 1



Training Guide

AR220 - Managing Customer Billing, O GEARS
Receivables and Customer Payments - Q General Enterprise And Resource Support
Circuit Court

e Bl Customer Maintenance
e Bl Specialist
e AR Specialist

Prerequisites:
The recommended prerequisites for thiscourse are:

e INT100 Introduction to GEARS
e AR100 Understanding GEARS Billing and Accounts Receivable Processes

Lesson 1: Reviewing GEARS Billing and Accounts Receivable
Concepts

Lesson Overview
In this lesson, you will review fundamentals of the Billing and Accounts Receivable modules in
GEARS related to the Order-to-Cash (OT C) business processes.

Lesson Objectives
After completingthis lesson, you should be able to understand the following conceptsand how
they fit into the OT C business processes:

e Billing and Accounts Receivable Integration Points
OT C Business Units

OT C Customers

Bills and Bill Lines

Deposits

1.1 Reviewing Accounts Receivable and Billing Integration Points
After completingthis topic, youwill be familiar with:

e Thecomponentsofthe GEARS Billing and Accounts Receivable modules and how these
modules integrate with other GEARS modules

The diagram below highlights the billing and accounts receivable integration overview.
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Cash Registers (RCS, UCS, CCS, MDEC)

JIS Website

GEARS FINANCIAL DATABASE

Grants

Fayments/ Approval Staging

Escrow =

Revenus

Page

A " Local Accounts
ccounts . -
Revenus Receivable Billing {BI)
Payable (AR) Contracts
¥

Projects

General Ledger (GL)

Cash Register/JIS Website/BUS — Cash register transactionsprocessoutside of GEARS.

Approval Staging Page — The Approval Staging Page will display a summary of all transactions
fora given date by Batch County, District and Location level.

Billing— Billing sends pending items (bills that needto be paid) to Accounts Receivable.

Accounts Receivable — In Accounts Receivable, paymentsare applied to the pending items or
bills.

Project Costing, Contracts, and Grants - The Grantsmodule integrates with Project Costing
and Contracts. All paymentsowed to the Judiciary from Federal Sponsors are calculated in
Contractsand is recorded as a bill in GEARS Billing.

Accounts Payable — When youare distributing local revenue refund and return of escrow
paymentsto customers, Accounts Receivable sends these refund transactionsto AccountsPayable
for vendor payment (NOT E: when receiving refunds, Customers become Vendors).

General Ledger — The GEARS Receivables module sends accounting entries created from the
bills (invoices) to GEARS General Ledger . The GEARS Billing module sends a listing of all
accounting entriesthat are created for invoices to General Ledger.
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1.2 Understanding Order-to-Cash Business Units
After completingthis topic, youwill be familiar with:

e CEARS Order-to-Cash (OTC) business units

e How business units are used to process Judiciary Billing and Accounts Receivable
transactions

BusinessUnits

In GEARS, a business unit representsa collection of transactions. Each GEARS module
(General Ledger, Accounts Receivable, Billing, Accounts Payable, etc.) has its own business unit
structure. For OT C specifically, a business unit representsa collection of invoices while a
receivable business unit represents a collection of customer balances. T he Billing and Accounts
Receivable business units are configured to use the same value (representedas "JUDXX" where
"XX" representsthe batch agency).

In GEARS Billing and Accounts Receivable modules, there are several categories of business
units for District Court to use:

e Judiciary
e District Courts
e Traffic Processing Center

A description of each business unit typeis provided in the table below.

OTC Business Unit Description

Also known as "MDJUD". This business unit is the default business unit which is usedto track all
accounting entries in the General Ledger. This business unit is also known as the “Business Unit
Judici GL" on some Billing and Accounts Receivable pages

udiciary

Accounts Payable also defines an "MDJUD" business unit to track payable obligations that interact
with the State

There are twenty-four (24) business units definedto track the revenue and payment activity for each
circuit court (24)

Circuit Court
Each business unit is defined as "JUDXX", where the "XX" represents the Judiciary batch agency.
For example, "JUD0G" represents Carroll County Circuit Court

Qne (1) business unit ("JUDTT") is defined to track the revenue and payment activity forthe Traffic
Processing Center.

Traffic Processing Center

1.3 Understanding Customers

In GEARS, a customer generally representsan individual or entity that hasa debt to be paid to
the Judiciary. GEARS defines these customers as "Bill To" customersto reflect that they may be
invoiced or hold a balance that requires attention.

After completingthis topic, youwill be familiar with:

the definition of a customer in GEARS
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the pages used to enter/update and maintain customers in GEARS

Reviewing Customer Types

Every transaction within Order-to-Cash (OT C) requires a business unit and a customer, both of
which must be defined prior to enteringthe transaction. Some of the main reasons the Judiciary
uses to create customers in GEARS include: (1) re-billing for bad checks, (2) supporting the local
revenue disbursement process. Customers will be shared across business units and are defined by
one of the following:

e Court Customer
e Local Customer

A description of each customer type is provided in the table below.

The majority of the functionality within OTC revolves around revenue allocation based upon monies
paid by local customers for fines, licenses or other cour costs. GEARS does NOT track each
individual customer for these transactions but utilizes a default court customer to satisfy the system
need fora customer value.

Court Customer
The Court Customer is set up to use the same value as the business unit (i.e., *JUDXX") in order to
keep a simple and straight-forward means of tracking activity. The expectation is that this customer
will never hold an open balance since all fees/costs are paid in full and no receivable is tracked.

Local Customers hold balances within GEARS for a variety of transactions. including but not
limited to Bad Checks
Local Customer

Local Customers must be manually entered within GEARS prior to entering the related transaction.
Each customer will be defined by an auto-sequenced ID (e.g.. “10000000247).

Procedure

In this topic, youwill review the pages used to enter/record GEARS Customer information.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu | Customers > Customer Information » General Information

— FNewWindow [ Personalize Page [S,http *
L= EEN LR Bill To Options Ship To Options Sold Te Options ~ Miscellaneous General Info
—
SetiD: SHARE Customer ID: 1000000001 General Info Links: _Mare -
*Status: Active A Copy From Customer Level: Regular -
+Date Added: 121912012 5 *since:|1219/2012 [ “Type: User1 -
“Name 1: [#nne Arundel Office Management *Short Name: [AnnArundO
Name 2: [ =
Currency Code: usb  |Q Rate Type: CRRNT Q
Roles
[ gill To Customer [¥ Correspondence Customer
Bill To Selection Correspondence Selection
[ ship To Customer [¥] Remit From Customer
Ship To Selection Remit From Selection
[¥150id o Customer [¥] Corporate Customer
Sold To Seleclion Corporate Selection
[l Broker Customer [T consolidation Customer Consolidation Business Unit: T
[Cindirect Customer [l Grants Management Sponsor
Federal Attributes
[CIFederal Customer Trading Partner Code: Disbursing Office:

[Z] appropriation Symbol Not Required for Reimbursable Agreements

Personaize | Find | View A1 BV [ 3 Fret B qor4 I ast

Team Code Default Description
aQ ] =
Address Locations Find | View Al First Kl 4 of4 I ost
-Location 1 [FBinn To [ClPrimary [CIBroker Elprimary [F[=]
] [Z] ship To [l primary [Clindirect [Clprimary .

®100% -
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Step Action

1. The Customer Information - General Information iswhere you add and/or
review customers' names and level information andto assign associated roles. You
can also enter one or more addresses for customers and assign descriptions to each
location.

While there are several pages available for customer setup, the Judiciary will utilize
the main General Information page to track the following key information such as
name, address information, and other key attributes.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu » Customers > Customer Information > General Information

FNew Window [ Personalize Page [ E,http
LEUEE U - Bill To Options || Ship To Options Sold Te Options |~ Miscellaneous General Info

SetiD: SHARE Customer ID: 1000000001 General Info Links: ...More -
Status: Active A Copy From Customer Level: Regular -
Date Added: 12192012 [5) *since:[1219/2012 [ “Type: Regular -
Name 1: [Anne Arundel Office Management *Short Name: [AnnArundCM
Name 2: ‘ E
Currency Code: usD |Q Rate Type: CRRNT Q
ill To Customer orrespondence Customer
Bill To Cust = dence Custs
Bill To Selection Correspondence Selection
Ship To Customer Remit From Customer
Ship To Selection Remit From Selection
Soid To Customert Corporate Customer
Sold To Selection Corporate Selection
[El Broker Customer [T consolidation Customer Consolidation Business Unit: | I
[Cindirect Customer [[ Grants Management Sponsor
Federal Attributes
[T Federal Customer Trading Partner Code:[ | Disbursing Office:[ |

[Z] appropriation Symbol Not Required for Reimbursable Agreements

Personaize | Find | View Al

Team Code. Default  Description

Q i} =
Address Locations Find | View All_First Kl 4 or 4 I (ost
-Location: 1 [FBinn To [ClPrimary [CIBroker Elprimary [F[=]
] [Z] ship To [l primary [Clindirect [Clprimary A

®100% v
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Step

Action

2.

In this example, the name of this customer is ‘Anne Arundel Office Management'.

Status isalways 'Active'.

Date Added - controlsthe effective dates of the Judiciary's related records. When
enteringmanual transactions, be sure the Date Added is equal to the invoice date
for that customer.

Since Date - defaultsto the date transaction is added.

User Type - If you are setting up a "Surety" customer, be sure to select the type,
"Surety", otherwise, choose "Local".

Levels - should remain as the default, "Regular".

Short Name - defaults to the first 10 characters of the Customer's Name.

LIRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu > Customers > Customer Information » General Information

FNewWindow [# Personalize Page [S,http
LeEEMUGIN ( Bill To Options Ship To Options: Sold Te Options ~ Miscellaneous General Info

SetiD: SHARE Customer ID: 1000000001 General Info Links: ...More -
*Status: Active A Copy From Customer Level: Regular -

“Date Added: 1201972012 [5) *since:[1219/2012 |5 “Type: User1 -

“Name 1: [Anne Arundel Office Management *Short Name: AnnArundOM

Name 2: ‘ =
Currency Code: usb  |Q Rate Type: CRRNT Q

[¥] Bill To Customer [¥I correspondence Customer
Bill To Selection Correspondence Selection
[Z1 ship To Customer [¥] Remit From Customer
Ship To Selection Remit From Selection
Sold To Customer [¥ Corporate Customer
Sold To Selection Corporate Selection
[l Broker Customer [l consolidation Customer Consolidation Business Unit W
[C indirect Customer [C] Grants Management Sponsor
Federal Attributes
[ Federal Customer Trading Partner Code: Disbursing Office:| |

[Z] appropriation Symbol Not Required for Reimbursable Agreements

Personaiize | Find | View A1 BV [ 3 Fret Bl qor0 I ast

Team Code Default Description

D0z @ = Allegany County Circut Court =

Address Locations Find | View Al First Kl 4 014 I Lost

-Location 1 [FBinn To [ClPrimary [CIBroker Elprimary [F[=]
] [Z] ship To [l primary [Clindirect [Clprimary .

®100% -
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Step Action

3. Customer roles determine the functional use of the customer ID. Customer
information isassociated with specific customer roles. You can use the Roles
section of the Customer General Information page to maintain information that
applies to multiple customer roles and to select those roles.

In order to enter an invoice for a customer, a customer has to be established in the
system as a "Bill To Customer". Theotherrolesthat should be checked for each
Customer created in GEARS are (1) "Sold T o Customer™, (2) "Correspondence
Customer", (3) "Remit From Customer", and (4)"Corporate Customer".

QlRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Customers > Customer Information > General Information

[] Appropriation Symbol Not Required for Reimbursable Agreements

Team Code Default Description
SALES Q) Salesperson =
L ocation: 1 [ Bill To [@] Primary [C] Broker Clerimary =]
[Z] ship To [C] Primary [ indirect [C] primary
Description: Main Address Sold To 7] Primary [¥] Correspondence Address
[CIRFID Enabled VAT Default VAT Seniice Treatment Setup
*Effective Date: 010112013 *Status: Active - = i
Tax Code: Language Code: English -
Physical Nature: ¥ WWhere Performed: hd
Alternate Name 1: Alternate Name 2:
Country: USA @ United States
Address 1: [123 Main Street
Address 2: I View Phone Information
Address 3: [ £
city: [nnapalis " [lincity Limit
County: Postal: 21410
State: MD Q wariand
General Info Links: ..More -
Return to Customer Information
& save [\ Returnto Search [=] Notify i Refresh v Add F include History [ Correct History

General Info | Bill To Options | Ship To Options | Sold To Options | Miscellaneous General Info -

Step Action

4, The Address Detailssection displays the address details (i.e., address effective date,
status of the address, language, and the address) of that location.

When entering address, be sure to populate the Effective Date of the address,
Status. Country, Address 1, City, State, and Postal code.
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Home | Workist | MultiChannel Console | Addto Favorites | Sign out

Favorites © Main Menu > Customers > Customer Information > General Information

ENew Window ? Help [ Personalize Page [Eihttp *

Miscellaneous General Info

SetiD: SHARE  Customer ID:

TEMPLATE

NAME1

Customer Bill To Options.

Find | View Al First K11 or1 D Last

“Effective Date: piio1i2013 [ ~status: Active - =
Currency Code: usD Rate Type: CRRNT
Credit Analyst: [DEFALLT @ Collector: DEFAULT @ 1
AR Specialist: [ Q Bill Inquiry Phone: I Q
Billing Specialist: Q Billing Authority: Q
Billing Options Billing Consolidation Data
Direct Invoicing Consolidation Key:
[C] Federal Highway File SotiD: ’70\
[C] Prompt for Billing Currency
Customer ID: Q W
“Freight Bill Type: Shipping -
Bl Types: a Blanket Purchase Orders
Blanket PO Number:
Billing Cycle Identifier: aQ
Invoice Form: Q. Start Date: &
Bill By Identifier: Q End Date: B
AR Distribution Code: a —
[C] Purchase Order Required
Hold Number of Days: [ Disable Prices on Receipt
InterUnit Billing Immediate Payment Options
[ interunit Customer [CJimmediate Payment Required
GL Business Unit: Q Deposit Percent:
Q -

Step

Action

There are two fields onthe Bill To Options page that must be populated and is a
requirement when settingup new customers.

Customer Bill To Options - Responsibilities section displays the two fields (1)
Credit Analyst and (2) Collector. You must select 'DEFAULT' from the dropdown
menu. If these fields are left blank when you attempt to save a new customer in the

system, an error message will appear.
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QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu » Customers > Customer Information > General Information

FNewWindow [ Personalize Page | E,http *

.' General info | ) ( Bill To Options | Ship To Options Sold Te Options | Miscellaneous General Info
SetiD: SHARE Customer ID: 1000000001 General Info Links: ...More -
*Status: Active A Copy From Customer Level: Regular -
+“Date Added: 12192012 [5) *since:[1219/2012 |5 “Type: User 1 -
“Name 1: [Anne Arundel Office Management *Short Name: [AnnArundCM
Name 2: ‘ =
Currency Code: usD |Q Rate Type: CRRNT Q
[¥] Bill To Customer [¥] correspondence Customer
Bill To Selection Correspondence Selection
Ship To Customer Remit From Customer
Ship To Selection Remit From Selection
Sold To Customer Corporate Customer
Sold To Selection Corporate Selection
[l Broker Customer [l consolidation Customer Consolidation Business Unit T
[[indirect Customer [[ Grants Management Sponsor

Federal Attribute
[ Federal Customer Trading Partner Code:[ | Disbursing Office:[ |

[Z] appropriation Symbol Not Required for Reimbursable Agreements

Team Code Default Description
buboz o Anne Arundel County CC =
Find | View Al First El 4 014 O Last
*Location: 1 ¥ BinTo [ Primary [CIBroker Elprimary [F[=]
Ship To [ primary [Clindirect [ Primary
Court Addre i
: submitAction_win0(d *#ICPanel3'); ®100% v

Step Action

6. You have successfully completedthe Understanding Customers topic.

You have learned to:
- review the pages used to enter/record GEARS Customer information.
End of Procedure.

1.4 Understanding Billing

Billing is the process of recording revenue to be collected from Judiciary customers. GEARS
Billing processes billing information to create invoicesto customers. Customers include (1)
Court Customer and (2) Local Customer.

After completingthis topic, youwill be familiar with:
e thepages used to view/enter/modify invoices and bill lines in GEARS Billing.

A bill is aninvoice to a customer who owes the Judiciary money. Each bill has a header and at
least one hill line. Bill lines contain what you are billing for, the amount, and the revenue
accounting information. In GEARS, hills are created through the following processes:

e Cash Register - daily cash register transactionsloaded into GEARS from the BUS (The
Enterprise Services BUS Backoffice Interface) Interface

e Local Revenue - local revenue disbursements

e Online Entry - manual entry of an invoice by a GEARS user

The following tables list the bill statuses, bill type identifiers, and invoice form listed on a bill.
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Bill Status - Invoices (bills) in GEARS may be assigned various statuses based on the state of
that invoice. The Bill Statuses in GEARS Billing are as follows:

Bill Status Description Code in GEARS Billing

1. Canceled CAN
2. Finalized FHL

3. Hold Bill HLD
4. Invoiced Bill INV

5  New NEW
6. Pending Approval PND
7. Ready to Invoice RDY
8. Temporary TMP
9. Temporary Ready Bill TMR

Bill Type Identifier - bills are identified by a "Bill Type" in GEARS Billing. TheBill Typesin
GEARS Billing are as follows:

Bill Type Identifier Description Code in GEARS Billing

1. Employee Advances ADV
2. Bad Checks BAD
3. Bond Forfeiture BND
4,  Dala Conversion CNV
5. Criminal Case CRM
6, Civil Case CVL
7. Deferred Payment DFR
8. Escrow ESC
8. Expenditure Credit EXP
10, Grants Management GM
11, Licenses LIC

12, Land Records LND
13. Local Revenue Disbursements LRV
14, Other OTH
15. Revenue Refund RFD
16, Traffic TRF

17, Transcript TRM
18. Deferred Traffic DFT

Invoice Form -the template used for printingthe invoice.
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Invoice Form Description Code in GEARS Billing

1. Bad Check BAD CHECK

2. Bond Forfeiture BONDFORFTR

3. Deferred Payment DEFERPAY

4 Escrow ESCROW

5. Contracts Only GRAMNTS

6. No Print NO PRINT

7. Contracts Only PSICA

8. Projects with Contract Info PS/OM

9. Projects by Employee Name PS/PSADT

10. Projects by Project & Activity PS/PSADZ

11. Project Details PS/PSADS

12. Generic XML Publisher Example XMLPUB

13. Contract Only XP PS/CA

14. Generc XML Publisher XP PS/GEN

15. Order Mgmt Example XP PS/OM

16. Projects with Contract Info XPPS/PC

17. Projects by Employee Name XP P5S/PSA1

18. Projects by Employee Name XP PS/PSA2

19 Projects by Project & Activity XP PS/PSA3
Procedure

In this topic, youwill review the pages used to view/enter/modify invoices and bill lines in
GEARS Billing.

QIRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Bilng > Maintain Bils >C_Standard Bilng
FNew Window [ Personalize Page &, http
£ B Line -Info 1
.

unit: JuDS2  Invoice: 0000000004 Pretax Amt: 103000 USD

Status: NEW Q. Invoice Date: 0110412013 B cyclein: DAILY Q

“Type: c & source: ucs Q  “Frequency: Onee HE®
*Customer: HUD52 & subCustt: SubCust2:

Anne Arundel County District Court

“Invoice Form: NO_PRINT @ From Date: El 1o pate: B

Accounting Date: 01/0412013 Bl payTerms: MMED A pay Methoa: Cash =
Remit To: BOA Q@ gank Account: MAIN Q

sales: 52001 @ Bill inquiry Phone: Q

Credit: DEFAULT A coliector: [DEFAULT Q

Biller: DEFAULT Q. Billing Authority: DEFAULT Q

Goto Header Info 2 Address Copy Address

Motes Express Enfrv

Summary Bill Search Line Search Navigation: [Headerinfo 1 El [Prev  hed

[Search (Alt+1)

& Save £ ReturntoSearch | ] Notify | Refresh E Add Update/Display
Header - Info 1 | Line - Info 1
4 [l

Page 12



Y+ GEARS

Q General Enterprise And Resource Support

Training Guide

AR220 - Managing Customer Billing,
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Step

Action

1.

The StandardBilling - Header - Info 1 page displays the invoice.

In this example, we are viewing Invoice # 0000000004 for customer, JUD52 - Anne
Arundel County District Court.

QlRACLE

Favortes : Main Menu » Biing » Maintain Bils > Standard Biling

< D Line - Info 1

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

&0 New Window [ Personalize Page B, http

Header - Info 1 | Line - Info 1

unit: Jups2  Invoice: 0000000004 Pretax Amt: 103000 USD

Status: NEW @ Invoice Date: 0110412013 B cyclein: DAILY Q

Type: c & source: ucs Q “Frequency: Onee HE®
Customer: JuD52 & subCustt: SubCust2:

Anne Arundel County District Court
“Invoice Form: NO_PRINT @ From Date: [ El 1o pate: B

Accounting Date: 0110412013 Bl pay Terms: MMED A pay Methoa: Cash =
Remit To: BOA @ Bank Account: MAIN Q

sales: 52001 @ gill nquiry Phone: Q

Credit: DEFAULT @ coliector: [DEFAULT Q

Biller: DEFAULT Q. Billing Authority: DEFAULT Q
Goto Header Info 2 Address Copy Address
Summary Bill Search Line Search Navigation: [Headerinfo 1 El [prev  hed

[Search (Alt+1)
&) seve | & RetumtoSearch | [[Z] Hotity | s Refresh | B+ Add Updateisplay

Step

Action

as:
- Unit (Batch Agency)
- Invoice (invoice number)

- Status (invoice status)
- Type (type of invoice)
- Invoice Date

- Customer

- Source

- Cycle ID (billing cycle)

- Pretax Amt (total amount of invoice)

- Frequency (e.g., Installment, once, Recurring)

The Header - Info 1 page displays the general header information for invoices such
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General Enterprise And Resource Support

QlRACLE

Favortes = Main Menu » Biing > Maintain Bils > Standard Biling

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

FNew Window [ Personalize Page &, http

 Hasder im0 1 YAIUTRNTR|
——

a3
1,030.00 USD *F

Header - Info 1 | Line - Info 1

Kl

Unit: JuDs2 Invoice: 0000000004 Pretax Amt:

Status: NEW Q. Invoice Date: 0110412013 B cyclein: DAILY Q
“Type: c A source: ucs Q  “Frequency: Onee HE®
*Customer: HUD52 & subCustt: SubCust2:
invoice Form: NO_PRINT @ From Date: [ El 1o pate: 5

Accounting Date: 01/0412013 B payTerms: MMED A pay Methoa: Cash =
Remit To: BOA Q@ gank Account: MAIN Q

sales: 52001 Q. Bill inquiry Phone: Q

Credit: DEFAULT A coliector: [DEFAULT Q

Biller: DEFAULT Q. Billing Authority: DEFAULT Q
Goto Header Info 2 Address Copy Address
Motes Express Entry Page Ser
[Summary Bill Search Line Search Navigation: [Header-info 1 =l | prev Next

[Search (Alt+1)
&) save & ReumtoSearch| [S] Wotily | s Refresh | B+ Add Updatemisplay

Step

Action

- Invoice Form
- Accounting Date
- RemitTo

- Bank Account

Transfer)

Other header information key componentson the Header - Info 1 page include:

- Pay Terms (e.g., Immediately, Net 15, Net 90, Net 180)

- Pay Method (e.g., Cash, Check, Credit Card, Debit Card, Draft, Electronic Fund

Page 14




'S

S GEARS

General Enterprise And Resource Support Receivables an

Training Guide

AR220 - Managing Customer Billing,

d Customer Payments -
Circuit Court

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out

Favorites - Man Menu » Biing > Maintgin Bils > Standard Biing
&0 NewWindow [ Personalize Page B, http
Unit: Jupsz Bill To: JUDs2 Pretax Amt: 103000 USD fid
Invoice: 0000000004 Anne Arundel County District Max Rows: 5
Court
TR Find | View a1l First £ 1073 O Last
|dentifier Look Up Date: 01104/2013 [] HE
Seq: 5 Line: [ Net Extended: 1,000.00
Table: D @ |dentifier: [TEST_CHARGE_CODE @, pescription: Charge Code for Testing
Quantity: 1.0000 From Date: &=
Unit of Measure: EA Q To Date: 5]
Unit Price: 1,000.0000 Line Type: REV Q  F Accumulate
Gross Extended: 1,000.00 Tax Code: QI Tax Exempt
Exempt Cert: Q
Less Discount: 000
Plus Surcharge: 000
Net Extended: 1,000.00
VAT Amount 0.00
Tax Amount: 0.00
Net Plus Tax: 1,000.00
Goto. Line Info 2 Tax Accountin D
Motes Express Entry
Summary Bill Search Line Search Navigation: Line-nfo 1 Bl [Prev  ten
[E save [\ Returnto Search [=] Notify L Refresh Es Add Update/Dispiay.
Header-Info 1 | Line - Info 1

Step Action

TheLine - Info 1 page displays the bill lines for th

Inthis example, there are a total of 3 bill lines.

e invoice. Bill lines contain what

you are hilling for (Identifier), the amount (Gross Extended), andthe revenue
accounting information (chartfields). The invoice may have one or more bill lines.
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QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Bilng > Maintain Bils > Standard Biling
FNew Window [ Personalize Page B, http

Header-Info 1

Unit: Jups2 Bill To: Jups2 Pretax Amt: 1,030.00 USD

Invoice: 0000000004 Anne Arundel County Distict  [Z] [Z]  pax Rows: 5 B &

Court

Bill Line Find | View Al First ) 10r3 O Last

|dentifier Look Up Date: 01104/2013 5] =l

Seq: 5 Line: [ Net Extended: 1,000.00

Table: D Q@ |gentifier: [TEST_CHARGE_CODE @ pescription: Charge Code for Testing

Quantity: 1.0000 From Date: &=

Unit of Measure: EA Q To Date: B

Unit Price: 1,000.0000 Line Type: REV @ F Accumulate

Gross Extended: 1.000.00; Tax Code: QI Tax Exempt

.

Less Discount: 000 Exempt Cert @

Plus Surcharge: 0.00

Net Extended: 1,000.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 1,000.00
Go'to Line Info 2 Tax D
Notes Express Entry
Summary Bill Search Line Search Navigation: Line - Info 1 =l [Prev Next

[E save [\ Returnto Search [=] Notify i, Refresh Es Add Update/Dispiay.
Header- Infa 1| Line - Info 1
Step Action
5. The number of bill lines is indicated in the top right corner of the Bill Lines section.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favortes = Main Menu » Biing > Maintain Blls > Standard Biling
&0 New Window [ Personalize Page 1B, http

Header-Info 1
Unit: Jups2 Bill To: Jups2 Pretax Amt: 1,030.00 USD
Invoice: 0000000004 Anne Arundel County Distict  [Z] [Z]  pax Rows: 5 B &

Court

Bill Line Find | View Al First ) 103 O {ast

|dentifier Look Up Date: 01104/2013 5] =l

Seq: 5 Line: Net Extended: 1,000.00

Table: D Q@ |gentifier: [TEST_CHARGE_CODE @ pescription: Charge Code for Testing

Quantity: 1.0000 From Date: &=

Unit of Measure: EA Q To Date: B

Unit Price: 1,000.0000 Line Type: REV @ F Accumulate

Gross Extended: 1,000.00 Tax Code: QI Tax Exempt

Exempt Cert: Q

Less Discount: 000 xemptie

Plus Surcharge: 0.00

Net Extended: 1,000.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 1,000.00
Go'to Line Info 2 Tax D
Netes Express Eniny
Summary Bill Search Line Search Navigation: Line - Info 1 =l [Prev Next

[E save [\ Returnto Search [=] Notify i, Refresh Es Add Update/Dispiay.
Header- Infa 1| Line - Info 1
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Step

Action

6.

The View All link allows you to see all bill lines on one page.

Step

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites : Main Menu > Bilng » Maitain Bils > Standard Bilng
FNew Window [ Personalize Page B http =
Header -Info 1 m
Unit: Jups2 Bill To: Jups2 Pretax Amt: 1,030.00 USD &
Invoice: 0000000004 Anne Arundel County District Max Rows: 5
Court
Bill Line Find | view 1 First B 13013 O s
\dentifier Look Up Date: 01/04/2013 [[5) =}
Seq: 5 Line: [ Net Extended: 1,000.00
Table: D O |gentifier TEST_CHARGE_CODE _ |Q pescription: Charge Code for Testing
Quantity: 1.0000 From Date: ]
Unit of Measure: EA Q To Date: =]
Unit Price: 1,000.0000 Line Type: REV Q ¥ Accumulate
Gross Extended: 1,000.00 Tax Code: Q[T TaxExempt
Exempt Cert: Q
Less Discount: 000 emptee o
Plus Surcharge: 000
Net Extended: 1,000.00
VAT Amount: 0.00
Tax Amount 0.00
Net Plus Tax: 1,000.00
Identifier Look Up Date: 01/04/2013 |[5] EE
Seq: 6 Line: Net Extended: 20.00
Table: D 1O igentifier: RCS100 @ pescription: [Test Vending
Quantity: 1.0000 From Date: £
Unit of Measure: Ex Q To Date: ]
Unit Price: 20.0000! Line Type: REV Q[ Accumulate
[ tion, in0, $ICI i | Tax Code: @ [~ TaxExempt B
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Workiist | MulliChannel Console |  Add to Favorites

Favorites  Main Menu > Bilng > Maintain Bds > Standard Biling
Exempt Cert: = -
Less Discount: 0.00 ! B
Plus Surcharge: 0.00
Net Extended: 20.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 20.00
\dentifier Look Up Date: 01/04/2013 [ =
Seq: 7 Line: Het Extended: 0.00
Table: D |Q  igentifier: RCS200 Q. pescription: (Chain Store Accident
Quantity: 1.0000 From Date: £
Unit of Measure: EA @ To Date: £
Unit Price: 10 Line Type: REV Q[ Accumulate
Gross Extended: 10 Tax Code: Q@ [” TaxExempt
Exempt Cert: N
Less Discount: 000 xemptee
Plus Surcharge: 0.00
Net Extended: 0.00
VAT Amount 0.00
Tax Amount: 0.00
Net Plus Tax: 0.00
Goto Line Info 2 Tax Accounting DiscountiSurcharge
otss Buress e
Summary Bill Search Line Search Navigation: Line -Info 1 = [Py Next
/& save | |\ Retunto Search  [Z] Motify | |7 Refresh | Add | | F Update/Dispay)|
Header - Info 1 | Line - Info 1 =

Step Action

8. Click the Accounting link.

Accountin

LiRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » Biing > Maintain Bils > Standard Bilng

Unit: Jups2 Bill To: Jups2 Pretax Amt: 1,030.00 USD B =
Invoice: 0000000004 Anne Arundel County District (2] (2] pax Rows: ERERE]
Court
seq 5 Line: Net Extended: 1,000.00
Identifier: RCS200 Description: Chain Store Accident

Bl Creates GL Acct Entries

Bill Line Distribution - Revenue Personaiize | Find | View First Kl 1011 O st
Reference nformation
Code ":‘::" PCA Fund  Account Program AP Approp i Dept Affiliate md percentage
[El[revenve (@ [csz/@ [11010Q [ooo1Q (5463 @ 1101 @ [a1100Q [av2013Q Q Q Q 100.00
4 | *l
Percent: 10000  Amount: 100000 Gross Extended: 1,000.00
sea: 6 Line: Net Extended: 20,00
Identifier: RCS100 Description: Test Vending

Bill Line Distribution - Revenue Personaiize | Find | View First Kl 1011 O st
Reference nformation
Code ":‘::" PCA Fund  Account  Program  nPP™P  AppropYr Dept Affiliate fand Percentage o
[El[revenve @ [csz/@ [11010Q [ooo1q [s463 @ (1101 (@ (1100 [avzo13q Q Q Q 100.00
1] | =
Percent: 10000  Amount: 2000 Gross Extended: 20.00
sew 7 Line: Net Extended: 10.00
Identifier: RCS200 Description: Chain Store Accident
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Step Action

9. Accounting entries for ordinal bill lines and bill line adjustments display on the
Accounting Entries page.

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites : Main Menu > Bilng » Maintain Bils > Standard Biling
Unit: Jups2 Bill To: JuDs2 Pretax Amt: 1,030.00 USD B j
Invoice: 0000000004 Anne Arundel County District WMax Rowrs: 5
Court
(] »
I L Frst K 45063 0 Lo
seq 5 Line: Net Extended: 1,000.00
Identifier: RCS200 Description: Chain Store Accident
Bl Creates GL Acct Entries.
BT st El4ore O
| Reference information
Batch Approp Fund
Code lagy PCA Fund  Account Program  oP" Approp Yr  Dept Affiliate o Percentage
[El[Revenuve @ [cszlay (11010 [oo01Q [5463 @ 1101 |Q [A1100Q [Av2013Q Q Q Q 100.0¢
4 | |
Percent: 10000 Amount: 100000 Gross Extended: 1,000.00
Seq: ] Line: Net Extended: 20.00
Identifier: RCS100 Description: Test Vending
BT st El4ore O
| Reference information
Batch Approp. Fund ol
Code lagy PCA Fund  Account  Program | oP Approp Yr  Dept Affiliate o Percentage
[El[Revenve @ [cszl@ [11010@ [oo01@ (5463 @ [1101 |@ [a1100Q [av2013c Q Q Q 100.00
1] | |
Percent: 10000  Amount: 2000 Gross Extended: 20.00
Seq: 7 Line: Net Extended: 10.00
Identifier: RCS200 Description: Chain Store Accident

You have learned to:

- review the pages used to view/enter/modify invoices and bill lines in GEARS
Billing.

End of Procedure.

1.5 Understanding Deposits and Payments

When customer paymentsare received they are recorded in the GEARS Accounts Receivable
module. Generally, paymentsare recorded on a single deposit. At the Judiciary, deposits are
created manually or through an interface. All deposits are recorded on a regular deposit. A
regular deposit is created through the following processes:

e BUS interface

Entering deposits through Regular Deposit entry providesa full range of payment identification
and search features that allow users to take advantage of the powerful payment worksheets.
Paymentsare identified as they are enteredindicating any customer or identifying information
used to match the payment with the open item.
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Thistopic reviews how customer paymentsare recorded on a regular deposit.

After completingthis topic, youwill be familiar with:

e How customer paymentsare applied in Accounts Receivable
e Thepages used torecord a regular deposit in GEARS

Procedure

In this topic, youwill review a regular deposit recorded in Accounts Receivable.

QIRACLE

Payments

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » AccountsReceivable > Payments > Onine Payments > Regular Deposit

ENew Window [ Personalize Page B, hitp

Totals | Payments

unit:  JUDS2 Deposit D: NEXT

“Accounting Date: 02/19/2013 |1l Control Currency: usd Q

“Bank Code: BOA Q  BOA Format Currency: usD Q

“Bank Account: TEST Q003938704459 Rate Type:

*Deposit Type: © Q@ CASHCHECK Exchange Rate:

Control Total Amount: [ 150 +Count: [T | *Received: [02r18r2013 15

Entered Total Amount 000 Count 1| “Entereg: [o2r19r2013 5

Difference Amount: 000 Count -1 Posted:

Posted Total Amount: 0.00 Count: 0| Assigned: [kenvor @
Journalled Total Amount: 0.00 Count o | user kenvpi

[5) save | [ Hotify | | Refresh s Add Update/Dispiay

Step Action

General Enterprise And Resource Support

1. The Totals displays the accounting date, banking information, deposit type, and
deposit totals.
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[ save | =] Hotity

Totals | Payments

4 Refresh |

s Add Update/Dispiay |

| Workist | MuliChannel Console |  Addto Favorites |  Sign out

Favortes - Main Menu > Accounts Receivable > Payments > Onine Payments > Regubr Depost
ENew Window [ Personalize Page B, hitp

Payments
unit.  JUDS2 Deposit D: NEXT
Accounting Date: 02/19/2013 |1l Control Currency: usd Q
“Bank Code: BOA Q  BOA Format Currency: usD Q
“Bank Account: TEST Q003938704459 Rate Type:
“Deposit Type: © @ CASHCHECK Exchange Rate:
Control Total Amount: [ 1450 *count: [ *Received: [o2r1er2013 5
Entered Total Amount 000 Count: 1| “Entereg: [02r19r2013 5
Difference Amount: 000 Count -1 Posted:
Posted Total Amount: 0.00 Count: 0| Assigned: [kenver @
Journalled Total Amount: 0.00 Count o | user kenpi

Step Action

The unit displays at thetop of the page. The Deposit ID is assigned by the system

upon saving the deposit. If the deposit was created by interface, there would be a
Deposit ID already assigned.

Favorites : Main Menu » Accounts Receivable > Payments > Onine Payments > Regular Deposit

Worklist

|  MultiChannel Console | Addto Favorites | Si

[ save | =] Hotity

Totals | Payments

4 Refresh |

EDNew Window [ Personalize Page |,
Payments
unit.  JUDS2 Deposit ID: NEXT !
Accounting Date: 02/19/2013 |1l Control Currency: usd Q
“Bank Code: BOA Q  BOA Format Currency: usD Q
“Bank Account: TEST Q003938704459 Rate Type:
“Deposit Type: © Q CASHCHECK Exchange Rate: ]
Control Totals Control Data.
Control Total Amount: 1450, *Count: 1 | | *Received: 0211912013 ][
Entered Total Amount: 0.00 Count: 1 | | *Entered: 0211912013 [5
Difference Amount: 000 Count -1 Posted:
Posted Total Amount: 0.00 Count: 0 Assigned: ken.vpl Q
Journalled Total Amount: 0.00 Count o User: kenpi

s Add Update/Dispiay |

ign out

hitp
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Step Action

3. Other fields at the top of the page include the following:

- Accounting Date
- Bank Information (code, bank account)
- Deposit Type (check, credit card, grant wire)

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu > Accounts Receivable > Payments > Onine Payments > Regubr Depost
D New Window [ Personalize Page B hitp
BEEEN  payments
unit:  JuDs2 Deposit D: NEXT
“Accounting Date: 02/19/2013 |1l Control Currency: usd Q
“Bank Code: BOA Q  BOA Format Currency: usD Q
“Bank Account: TEST Q003938704459 Rate Type:
*Deposit Type: © Q@ CASHCHECK Exchange Rate:
“Received: 0211872013 5
Entered Total Amount: 0.00 Count 1 ||| *Entered: 0211912013 [5
Difference Amount: 000 Count -1 Posted:
Posted Total Amount: 000 Count 0 | nssignea: kenvp Q
Journalled Total Amount: 0.00 Count o | user kenvpi
[5) save | [ Hotify | | Refresh [Es Add Update/Display
Totals | Payments
Step Action
4, The Control Totals section displays the total amount of the deposit and the number

of payments (count) included in the deposit. The number of payments (count) must
equal thetotal controlamount.
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Control Total Amount:

Entered Total Amount:
Difference Amount:
Posted Total Amount:

[ save | =] Hotity

Totals | Payments

1450 *Count:

Journalled Total Amount:

4 Refresh |

0.00
0.00
0.00

Count:
Count:
Count:

0.00 Count:

‘Control Totals

Exchange Rate:

Control Data

*Received:

*Entered:
Posted:
Assigned:

User:

0211972013 ][
0219720135

ken.vp1 a

ken.vp

s Add Update/Dispiay |

| Workist | MuliChannel Console |  Addto Favorites |  Sign out

Favorites : Main Menu » Accounts Receivable > Payments > Onine Payments > Regular Deposit
D New Windaw [ Personalize Page 1B hitp

Payments
unit:  JUDS2 Deposit ID: NEXT
“Accounting Date: 02/19/2013 |1l Control Currency: usd Q
*Bank Code: BOA Q  BOA Format Currency: usD Q
Bank Account: TEST Q003938704459 Rate Type:
*Depasit Type: c Q@ CASHCHECK

Step

Action

The Control Data section displays the date that the deposit was entered and
received and the source.

Favorites

Payments

. Main Menu > Accounts Receivable > Payments > Onine Payments > Regular Depost

Workiist | MulliChannel Console | Add to Favorites

0 New Window [ Personalize Page

Unit: JuDs2

Deposit ID: NEXT e

“Accounting Date: 02/19/2013 |1l Control Currency: usd Q

*Bank Code: BOA Q  BOA Format Currency: usD Q

Bank Account: TEST Q003938704459 Rate Type:

“Deposit Type: 3 @ CASHCHECK Exchange Rate: O
Control Total Amount: [ 1450 *count: [ *Received: [o2r1er2013 5

Entered Total Amount 000 Count: 1| “Entereg: [02r19r2013 5

Difference Amount: 000 Count -1 Posted:

Posted Total Amount: 0.00 Count: 0| Assigned: [kenver @
Journalled Total Amount: 0.00 Count o | user kenpi

[ save | =] Hotity

Totals | Payments

4 Refresh |

s Add Update/Dispiay |

Sign out

hitn

hitp
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Step Action

6. Click the Paymentstab.
Payments

QlRACLE

ome | Workist | MultiChannel Console | Addto Favorites | Sign out

Hi
Favortes = Main Menu » AccountsReceivable > Payments > Onine Payments > Regular Deposit

FNew Window [ Personalize Page \Eihttp *

Unit: Jups2 Deposit ID: NEXT Date: 0211912013 Balance: Not Balancad
Payment Seq: D *payment ID: 123456789 “Accounting Date: 0211912013 |5 E3lE
Amount: ’wi Currency:
Rate Type: Exchange Rate:

[C] Payment Predictor [C] Journal Directly [T Range of References
Payment Method: Check - Attachments (0)
Customer ID: Q Business Unit: Q =
Remit From: Remit SetiD: |
Name: 1
Corporate: Corporate SefiD:
subCustt: ] SubCustz: ]
MICR1D: Q Link MICR
Detail References

Reference Information

S
personaiize | Find | view A | B | 3 Fret KL qorq I ool

Qual Code Reference To Reference

1 Q | Q B =

B save | [ Notify 7 Refresh Er Add Update/Displar

<[

i o

Step Action

7. The Paymentstabdisplays the paymentsrecorded in the deposit. All payments
must equal the Control Total Amounton the Totals page.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites : Main Menu » Accounts Receivable > Payments > Onine Payments > Regular Deposit

FNewWindow [# Personalize Page [Eihttp *

Unit:

Detail References
Reference Information

Jups2 Deposit ID: NEXT Date: 021192013 Balance: Not Balanced
Payment Information Find | view A1 Frst B 1071 D 12
Payment Seq: \:l *payment ID: 123456789 “Accounting Date: 02/1912013 |5 [E3]E
Amount: 1450 Currency:
Rate Type: Exchange Rate:

Payment Predictor [7] Journal Directly [ Range of References
Payment Method: Check - Attachments (0)
Customer ID: Q Business Unit: Q =
Remit From: Remit SefiD: |
Name: 1
Corporate: Corporate SefiD:
SubCustt: ] subCustz: [
MICR ID: Q Link MICR

First K 1 051 O Lo

S
personaiize | Fing | Vi 41 | B |

Qual Code Reference To Reference
1 Q| Q 2]
B Save | [ Wotify | | Refresh E: Add Umialelenlan
< L ] »
Step Action
8. The Payment Information section liststhe amount of a payment, the payment 1D,

payments.

the payment method, and accounting date.

The Payment Predictor checkbox isselected for local accounting customer

The Journal Directly checkbox isselected for deposits recorded via the Maryland
State Treasury Interface.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites -~ Main Menu » AccountsReceivable » Payments > Onine Payments > Reguiar Deposit

FNewWindow [ Personalize Page \Eihttp *

Unit: Jups2 Deposit ID: NEXT Date: 0211912013 Balance: Not Balancad
Payment Information Find | view Al First B 1051 1 Lo
Payment Seq: D *payment ID: 123456789 “Accounting Date: 0211912013 |5 E3lE
Amount; 1450 Currency:
Rate Type: Exchange Rate:

[C] Payment Predictor [C] Journal Directly [T Range of References
Payment Method: Check - Aftachments (0)

Customer Information

Find First EI 4 or1 O (ast
=
Customer ID: Q Business Unit: Q

Remit From: Remit SetiD:
Name:

I

Corporate: Corporate SefiD:
subCustt: ] subCust: 1
MICR1D: Q Link MICR

Detail References
Reference Information

S
personaiize | Find | view A | B | B Fret KL qorq I Loel

Qual Code Reference To Reference

1 Q | Q B =

B save [Z] Notfy % Refresh B Add UpdateDispla

< i oy

Step Action

9. The Customer Information section displaysthe customer associated with the

payment. When youenter a regular deposit manually, you must select a customer to
attach to the regular deposit.

When regular deposits are created through an interface, the customer information
section is automatically populated with the customer information.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » Payments > Onine Payments > Reguiar Deposit

FNewWindow [# Personalize Page [E,http *

Unit: Jups2 Deposit ID: NEXT Date: 0211912013 Balance: Not Balanced

Find | view A1 First Kl 1071 1 14

Payment Seq: *payment ID: 123456789 “Accounting Date: 02/1912013 |5 E3lE
Amount: 1450 Currency: D
Rate Type: CRRNT Exchange Rate:
[C] Payment Predictor [C] Journal Directly [Z] Range of References
Payment Method: Check h Aftachments (0)

Customer ID: Q Business Unit: Q =
Remit From: Remit SetiD:

Name:

Corporate: Corporate SetiD:

SubCust1: SubCust2:

MICR ID: Q Link MICR

Detail References

Personaiize | Find | view A1 | B | B rrst K qorq O o

B save | [=1 Notify | [ Refresh Er Add UpdaleDisplar

< m ] r

Step Action

10. You have successfully completedthe Understanding Deposits and Payments topic.

You have learned:
- How customer paymentsare applied in Accounts Receivable
- The pages used to record a regular deposit in GEARS

End of Procedure.

Lesson 2: Understanding Key Order-to-Cash System Processes

Lesson Overview
In this lesson, you will review some of the key system processes that are used to record Circuit
Court Local Accounting transactionsand the associated accounting impactsin GEARS.

Lesson Objectives

After completingthis lesson, you should be familiar with the following OT C conceptsand
processes:

e TheBUS Interface and the Approval Staging Page
e TheBilling Interface

e Revenue Allocation and Charge ID maintenance

e TheSingle Action Invoice multi-process job
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2.1 Understanding the BUS Interface and the Staging Approval Page

Judiciary Information Systems (JIS) Back Office interface enables fiscal office users to send
revenue data to JISs Enterprise Service Bus. JISs Enterprise Service Bus collects and transforms
the revenue data to a common format and then sends the data to GEARS. In GEARS, the Staging
Approval page provides a means of reviewing transactionssent from JISs Enterprise Service Bus
interface to GEARS prior to allocating revenue.

GEARS Staging Approval Page is a key link between JIS and GEARS in that all transactions
must be approvedon this page before they can be loaded into GEARS. Transactionsare
displayed for a specific Batch County, District, Location, and ZDate after they are submitted from
the JIS Website. User security is in place that only allows users access to the appropriate Batch
Counties.

Key Componentsofthe GEARS Staging Approval Page

The GEARS Staging Approval page summarizes all data that hasbeen submitted though the JIS
Website page and presents it by County, District, Location and ZDate. The following key fields
and functionality will be provided to support review and approvals:

Item Description
1. County Determines which county's data will appear
2. ZDate The date the register was closed out / reset. This typically represents
one day of transactions.
3. Amount The amountfor all the transactions residing in the staging table for the

county, district, location and date. This will be used to make sure the
totals for the day tie to the close out reports.

4. Caosh Treasury Code A number pre-printed on a deposit slip that must be placed on the
record that goes back to the State forthem to match the deposit with
bank information. The Treasury Code is not captured by the register
since it is part of the deposit and is done after the registers have been
closed/ reset). The Treasury Code will be entered on the page and
placed on all the transactions where the method of payment is Cash or
Check and the revenue is deposited into the State account. The Cash
Treasury Code is always required.

3. Process Selected Dates | A check box to indicate the desire to process the transactions for this
date. Only transactions that have not been processed will display on
this page. Once selected, they will be movedto an archive table for

processed transactions.

6. Delete Selected Dates | Used to delete all the transactions for a given County, District, Location
and Date. This feature is included to allow for deletion of a day's worth
of transactions in the event incorrect information was sent through the

BUS. Use of this button will only be used in the case of a resend of the
data.

7. RunButton Used to kick offthe batch process to extract the approved transactions
fromthe staging table and load them to the Billing Interface, Archive
and Paymenttables and create Customers, as needed.

8. Page Edits The page will automatically validate that any Treasury Code has not
been used within the current fiscal year (for the specified Batch
Agency/District’Location |d or the user will be presented with an error
message and will not let the user select that transaction for processing.

Thistopic reviews the key components of the Staging Approval Page in GEARS.
After completingthis topic, youwill be able to:

e Review the key componentsof the Staging Approval Page in GEARS

Procedure
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In this topic, youwill review key components of the Staging Approval page in GEARS.

Home | Workist | MultiChannel Console | Addto Favorites | Sign out

& New Window_ ? Help [& Personalize Page &, hlp

Favorites : Main Menu » Maryland Judicary > AOC Interfaces >(Local Acctg Cash Drawer
" Proce LACD

Run Control ID:  PS_RECV_000001MDJUD0000000103 Report Manager Process Monitor Ru

Update List

) save | & RetumitoSearch | (1] Previousimist| V] Netmist| =] Noty b Add

Process LACD | MOP Totals

Step Action

1. The GEARS Staging Approval page summarizes all data that has been submitted
through the JIS Website page.

Thedata is presented in GEARS by County, District, Location, and Zdate.

2. Ifthe data and totals match, select Process Selected Dates. Ifthe dataandtotalsdo
not match, select Delete Selected Dates.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » Maryland Judicary > AOC Interfaces > Local Acctg Cash Drawer

Process LACD MOP Totals

Run Control ID:

PS_RECY_000001MDJUD0000000103 Bus

Report Manager Process Monitor

County 53 a

Update List

Personaize | Fing | vieve | BT |
Process Selected Delete Selected,

Zdate District Location Amount e e
| 1 08 04 $4153.25 [ ]
B save & RewrntoSearcn | [tE] PreviousinList | +Z NextinList | =] Notify

Process LACD | MOP Totals

ENewWindow ? Help [ Personalize Page B hitp

Totals by Date

Cash Treasury’
Code

s Add Update/Dispia

Step Action

Once you verify that the data and totals (Zdate, Batch Agency, amounts) are correct,
you enter the treasury code in the Cash Treasury Code field.

LiIRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » Maryland Judicary > AOC Interfaces > Local Acctg Cash Drawer
Process LACD [@I[OGALIE
Run Control ID: ~ PS_RECY_000001MDJUD0000000103  Report Manager Process Mnmlnr

County 53 a

Totals by Date

Update List

Personaiize | Find | Viev A1 | E1

Process Selected  Delete Selected
Dates es

District

m o1 08

Location Amount

04 $4153.25 [ o

[5) save [\ ReturntoSearch 1| PreviousinList  + Nextin List

[=] Motify
Process LACD | MOP Totals

ENew Window ? Help [& Personalize Page B} hitp

Cash Treasury

—

s Add Update/Dispia
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Step Action

4. After you have enteredthe Cash Treasury Code, you select Run.

By selecting Run, thisprocess initiatesa batch process that allocatesrevenue,
creates customers, createsbills, and creates the FAR report.

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites : Main Menu » Maryland Judicary > AOC Interfaces > Local Acctg Cash Drawer

0 New Window 2 Help [& Personalize Page &, hlp
MOP Totals

Run Control ID:  PS_RECV_000001MDJUD0000000103 Report Manager Process Hmlll-]r

County |53 Q Update List

| A s K4 or4 O
Process Selected Delete Selected  Cash Treasury
Dates Code

| o4 08 04 $4153.25 [ o

Zdate District Location Amount

) save | & RetumitoSearch | (1] Previousimist| (V] Nestmist| =] Noty B Add

Process LACD | MOP Totals

Step Action

5. You have successfully completedthe Understanding the Staging Approval Page
topic.

You have learned to:
- review the key components of the Staging Approval page in GEARS

End of Procedure.

2.2 Understanding the Billing Interface

Revenue transactionsapprovedon the Staging Approval page must be loaded into the Billing
Interface tables in order to generate invoices in the Billing module. The Billing Interface
consolidates the transactionsand creates invoices within Billing in order to support downstream
processing and reporting.

Whatis the Billing Interface?

TheBilling Interface isa staging area for all billing activity from external sources. GEARS
Billing allows you to enter bills online or to import hilling activity through the Billing Interface
from external billing sources such as the BUS interface or the Project Costing (for Grants
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Sponsor billing). The majority of bills that GEARS Billing creates come from the Billing
Interface. GEARS uses online bill entry primarily for low-volume and miscellaneous billings.

Thistopic reviews the run control page used to run the Billing Interface process in GEARS
Billing.

After completingthis topic, youwill familiar with:

o theBilling Interface run control page

Procedure

In this topic, youwill review the page used to run the Billing Interface Run Control page in
GEARS Billing.

Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites = Main Menu > Bilng > Interface Transactions € _Process Biling Interface

& New Window 2 Help [& Personalize Page ) hilp

Process Billing Interface

JRun Control ID: LOAD_ASSETS Report Manager  Process Monitor

“From Interface ID: 184

“To Interface ID: 184/Q

B save | & Retumio Searcn ] Nestmist| [S] Moty | Sk Ada

Step Action

1. The Process Billing Interface page allows you to import billing activity from
external billing sources such as order management or project costing.

This page allows you to set interface parameters before running the Billing Interface
process. Using a run control ID, you will enterthe From Interface ID and the To
Interface ID, and then select Run.

NOTE: if interface activity within the Interface ID range has been previously
process successfully; it will not be available to be selected for processing again.
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QRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites © Main Menu > Bilng > Interface Transactions > Process Biling Interface

& New Window ? Help [& Personalize Page &, hilp

Process Scheduler Request

User ID: elisha.archibold Run Control ID: LOAD_ASSETS

server Name: [N ~ Run Date: [03/28/2013 [

Recurrence: - Run Time: [5:27:32PH Resetto Current Date/Time
Time Zone: Q

Select Description Process Name Process Type “Type *Format Distribution
[ Billing Interface BIF0001 Application Engine  Web = TXT = Distribution

= Interface & VAT Defaulting BlJOBIOT PSJob (None) ~ (Nonme) | Distribution

oK Cancel

Step Action

2. You have successfully completedthe Understanding the Billing Interface topic.
You have learned to:

- review the pages used to run the Billing Interface in GEARS
End of Procedure.

2.3 Understanding Revenue Allocation

All revenue transactionsprocessed via the BUS Interface into GEARS will be revenue allocated
within GEARS. After users entera Treasury Code and approvethe transactionsonthe Staging
Approval page, the system will automatically allocate revenue based upon predefined rules for
each Business UnitandCharge ID.

WhatisaCharge ID?
Charge IDs are defined within GEARS to determine the revenue allocation rules for each court.

Each cash register account code is mapped one-to-oneto a GEARS Charge ID and controlsthe
revenue rules for each item.

An example would be ‘CCS1210° which represents “Licenses - Union Bridge”. CCS1210 would
be sentto GEARS, validated, and then follow the rules defined for that specific court.

Charge ID Page
The Charge 1D maintenance page allows the user access to maintain the rules for each Charge
ID.
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Specific fields of interest include:

e Bill Type— categorizes each item

e Transaction Type —determinesthe action to take for each item; including whether or not
to process the data into GEARS

e Payment (Escrow)
e Revenue
e No Action

o Distribution ID / Revenue Splits — determines the allocation rules for the specific item

How Revenue is Allocated?

Assume a $100.00 charge is postedon a receipt containingthe code, RCS-280. Based upon the
percentage rules defined for the Charge 1D, GEARS will automatically generate the following
transaction for this code:

-$90.00 against distribution code R-5460
-$10.00 against distribution code R-9588

If you need to make an adjustment to bill lines, you can make adjustments (e.g., reallocating
revenue to another account) on the Standard Bill pages in GEARS Billing.

Local Accounting personnel will need to identify the invoice to adjust and to correct revenue
allocation due to an incorrect Account Code used for a register transaction. T he local accounting
personnel will need to adjust the invoice with the total amount of revenue to re-allocate to another
account calculated.

Thistopicreviews the Charge ID and the Standard Billing pages in GEARS Billing.
After completingthis topic, youwill be able to:
e Review the Charge ID page used to determine the revenue allocation rules for each court

in GEARS Billing
e Review the Standard Billing page

Procedure

In this topic, youwill review the Charge ID page and Standard Billing page used to determine the
revenue allocation rules for each court in GEARS Billing.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites | Main Menu > Set Up Financials/Supply Chain > Product Related > Bilng > Setup > Charge Code
ENewWindow ? Help [ Personalize Page 1B hitp
Charge Code 2
setiD: JUD53 Currency: USD Charge ID: RCS-280
“Effective Date: 0140111901 Status: Adiive hd =
“Unit of Measure: Ea @ List Price:
“Description: [Transfer Tax- County
£l
Long Description:
Revenue Distribution Code: Q@ Revenue Recognition Basis: Invoice Date hd
“Bill Type Identifier: fotH & Local Disbursement:
Tax Group: ’—Q Transaction Type: Billing and Payment -
VAT Group: [ @ Transaction Sub Type: Hone M
Revenue Codes Personaiize | Find | B | 7
Line *Distribution Code Description Allocation Basis Percent Allocation
1[RB280  |Q Revenus R-5460 Percentage Allocation + [ 90.000. =
2[Reses |Q Revenue R-9588 Percentage Allocation ~ [ 10.000 =

Personaize | Find | BV | 88 st g or1 0 (ast

Customer

Line  ‘Distribution Code Description Allocation Basis Percent Allocation

1|D-9522 aQ Local Disbursement - 9522 Percentage Allocation = ‘ 90.000 =

Retum to Setup
2 save | | Returnto Search | |tZ] PreviousinList | ¢E) NextinList | [Z] Notify Er Add UpdateDispley | | ] Include History | | B Correct History

Charge Code | Charge Cade 2

Step

Action

The Charge Code page allows you to set up charge codes or to display existing

charge codes. It allows you access to maintain the rules for each Charge ID.

The Charge Code section displays information such as effective date, unit of

measure, status, list price, description, bill type identifier for the charge code.
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Favortes = Main Menu » Set Up Financials/Supply Chain » Product Related > Biing > Setup > Charge Code

GEARS

General Enterprise And Resource Support

{3@

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

ENewWindow ? Help [ Personalize Page B hitp

SetiD: JUDS3 Currency: usD Charge ID: RCS-280

Charge Code Find | view a1l First Kl 1071 1 Last
“Effective Date: 011011901 status: Active - =1
“Unit of Measure: Ea @ List Price: ]
*Description: [Transfer Tax- County

£

Long Description:
Revenue Distribution Code: Q *Revenue Recognition Basis: Invoice Date -
*Bill Type Identifier: o & Local Disbursement:
Tax Group: @ Transaction Type: Billing and Payment -
VAT Group: @ Transaction Sub Type: MNone -

personaize | Find | BT |

ine  *Distribution Code Description Allocation Basis
1 |R-5460 Q Revenue R-5460 Percentage Allocation
2 |R-9588 Q. Revenue R-9588 Percentage Allocation ~

First Kl 1z or2 O Last
Percent Allocation

90.000 =
10.000 =

First Kl g o4 O Last

=
personalize | Find | B |

ine  ‘Distribution Code

1[pos22 Q

Description Allocation Basis

Local Disbursement - 9522

Returm to Setup
B save | Q. RetumntioSearch 1] PreviousinList 4 NextinList |[=] Notify

Charge Code | Charge Cade 2

Percentage Allocation =

Er Add Update/Displa

Percent Allocation

90.000 =]

£ Inciude History || B Correct History

Step Action

2. The Revenue Codessection displays the distribution breakdown of the
distributions, including distribution code, description, allocation basis (fixed or
percentage), percent allocation. For percentage values the percentages must equal

100%.

10% for distribution code, R-9588.

Inthis example, there are two distribution codes associated with thischarge code,
RCS-280, based on a percentage allocation of 90% for distribution code, R-5460 and
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites : Main Menu » Set Up Financials/Supply Chain > Product Related > Biling » Setup > Charge Code

Charge Code Charge Code 2

SetiD: JuDs3 Currency: usD Charge ID: RCS-280

Charge Code Find | View a1l First Kl 1071 D Last

“Effective Date: 011011901 Status: Adiive - =1
“Unit of Measure: EA Q List Price: ]
*Description: [Transfer Tax- County
[El

Long Description:

Revenue Distribution Code: @ *Revenue Recognition Basis: Invoice Date -
*Bill Type Identifier: OTH | Q Local Disbursement:

Tax Group: @ Transaction Type: Billing and Payment -
VAT Group: [} Transaction Sub Type: None -

Revenue Codes First Kl 1-2or2 11 Last

personaize | Find | T |

Line *Distribution Code Description Allocation Basis Percent Allocation
1 [R-5460 Q Revenue R-5460 Percentage Allocation [ 90.000 =
2|R-9588 [s Revenue R-9588 Percentage Allocation ~ [ 10.000 =

Personaize | Find | BV | 88 st g or1 [ (ost

Alocation JRETEILS

Line  ‘Distribution Code Percent Allocation

1[p-os22 aQ

Description
Local Disbursement - 9522

Allocation Basis
Percentage Allocation [ 90000, =

Return to Setup

B save | L\ RetumntoSearch  [+[F PreviousinList  $E NextinList |[=] Notify Er Add iUpdate £ Include History

Charge Code | Charge Cade 2

ENewWindow ? Help [ Personalize Page 1B hitp

B Correct History

Step

Action

combination of ChartField values.

The Disbursement Codes section displays the disbursement codes. These codes
simplify the process of generating accounting entries by defining avalid

LA LS

Favortes : Main Menu » Biling » Mai Standard Biling

Header - Info 1 Line -Info 1

FNew Window [ Personalize Page B, http

| Workist | MufiChannel Console |  Addto Favorites |  Sign out

Anne Arundel County District Court

“Invoice Form: NO_PRINT @ From Date:
01/04/2013 1 Pay Terms:

[ 8 topate:
IMMED U pay Method:

Accounting Date:

Remit To: BOA Q@ Bank Account MAIN Q

sales: 52001 @ gill nquiry Phone: Q

Credit: DEFAULT @ coliector: [DEFAULT Q

Biller: DEFAULT Q@ giling Authority: [DEFAULT Q

Goto Header Info 2 Address Copy Address

Motes Express Enfrv

Summary Bill Search Line Search Navigation: Header -Info 1 EH Pe
[Search (Alt+1)

B save | [ RetumtoSearch | [Z] Wotify | |4 Refresh |

Header - Info 1 | Line - Info 1

Unit: Jups2 Invoice: 0000000004 Pretax Amt: 1,030.00 USD

Status: NEW @ Invoice Date: 0110412013 B cyclein: DAILY Q

“Type: c Q  source: ucs @ *Frequency: Once HE ®
*Customer: JuD52 & subCustt: SubCust2:

E)
Cash >

[Eada) [ Uptstemispiay

Mext
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Step Action

4, Now, that the Charge ID Code has been set up, let's take a look at the Standard
Billing page. The Standard Billing page is where you can, for example, reallocate
revenue to another account.

For example, if you discover that an incorrect revenue allocation was applied to an
invoice, youwould use the Standard Billing page to adjust and correct the revenue
allocation.

QIRACLE

Favortes - Main Menu » Biing > Maintzin Bils > Standard Biling Ly L
C_) S & New Window [ Personalize Page i, hitp
Unit: JuDs2 Invoice: 0000000004 Pretax Amt: 1,030.00 USD =
Status: NEW Q. Invoice Date: 0110412013 B cyclein: DAILY Q
Type: c @ source: ucs Q “Frequency: Once = [=]
Customer: HUD52 & subCustt: [ SubCust2:
Anne Arundel County District Court
Invoice Form: NO_PRINT @ From Date: E) 7o Date: [
Accounting Date: 01/0412013 [ pay Terms: IMMED A pay Method: Cash =
Remit To: BOA @ Bank Account: MAIN aQ
sales: 52001 Q. gill Inquiry Phone: aQ
Credit: DEFAULT A collector: DEFAULT Q
Biller: DEFAULT Q@ Biling Authority: DEFAULT Q
Go to Header Info 2 Address Copy Address
otes Express Entry
Jumman 8ill Search Line Search Navigation: [Header -info 1 E [prev Next
[E save | ReturntoSearch |[Z] Motify s Refresh B+ Add Update/Display
Header - Info 1 | Line - Info 1
« 1w
Step Action
5. The Standard Billing Header - Info 1 page allows you to access and review
general bill information at the header level.
Select the invoice date that youwant to appear on the bill. 1f you specify a value that
falls within a period that is currently closed in GEARS Billing and the accounting
date is not specified, the system issues a warning
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites : Main Menu > Bilng » Maintain Bils > Standard Biling
FNew Window [ Personalize Page B, http
Unit: Jubs2 Bill To: Jups2 Pretax Amt: 1,030.00 USD
Invoice: 0000000004 Anne Arundel Gounty District  [Z] ] pax Rows: 5 F E
Court

Bill Line Find | View All First K 1 0r3 O Last

|dentifier Look Up Date: 01104/2013 [] FHE

seq: 5 Line: [ Net Extended: 1,000.00

Table: ID | identifier [TEST_CHARGE_CODE | @, pescription: Charge Code for Testing

Quantity: 1.0000 From Date: &=

Unit of Measure: EA Q To Date: B

Unit Price: 1,000.0000 Line Type: REV Q  F Accumulate

Gross Extended: 1,000.00 Tax Code: QT TaxExempt

Exempt Cert: Q

Less Discount: 000 Xempree

Plus Surcharge: 0.00

Net Extended: 1,000.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 1,000.00
Go'to Line Info 2 Tax D
tes Express Eniry
Summary Bill Search Line Search Navigation: Line - Info 1 =l [prev Next

[E save [\ Returnto Search [=] Notify L Refresh Es Add Update/Dispiay.
Header-Info 1 | Line - Info 1

Step Action

The Standard Billing - Line Info 1 page displays the bill lines for the invoice.

The invoice may have one or more bill lines. The number of bill lines is indicated in

the top right corner of the Bill Lines section.

OIACLE
Home | Workist | MuliChannel Console | Addto Favorites |
Favorites : Main Menu > Bilng » Maitain Bils > Standard Bilng
Exempt Cert: [ = -
Less Discount: 0.00 4 =
Plus Surcharge: 0.00
Net Extended: 2000
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 2000
Identifier Look Up Date: 011042013 5] =
Seq: 7 Line: Het Extended: 0.00
Table: D & igentifier: RCS200 Q. pescription: [Chain Store Accident
Quantity: 1.0000 From Date: £l
Unit of Measure: EA a To Date: ]
Unit Price: 10 Line Type: REV Q¥ Accumulate
Gross Extended: 10 Tax Code: Q T TaxExempt
Exempt Cert: Q
Less Discount: 000 rempte
Plus Surcharge: 0.00
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount 0.00
Net Plus Tax: 0.00
Goto Line Info 2 Tax DiscountiSurcharge
otss Euress e
Summary Bill Search Line Search Navigation: Line -Info 1 = [ prev Next
@ Save |\ Returnio Search | |[Z] Wotify | % Refresh Er Add Update/Display
Header - Info 1 | Line - Info 1 =
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Step Action

7. If you scroll down the page, select, 'Accounting’. Selecting Accounting will take you
to the page that displays the accountingentries for thisinvoice.

Click the Accounting link.

Accounting

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » Biing > Maintain Bils > Standard Bilng

Unit: Jups2 Bill To: Jups2 Pretax Amt: 1,030.00 USD B =
Invoice: 0000000004 Anne Arundel County District WMax Rowrs: 5
Court
el Find | view 1 First K1 13073 O Last
Seq: 5 Line: Net Extended: 1,000.00
Identifier: RCS200 Description: Chain Store Accident

Bl Creates GL Acct Entries

LEECIIE L Reference Information

Personaiize | Find | view 20 | B | B Frst B qore O oot

Batch ‘Approp Fund
Code ngy PCA Fund  Account Program PP AppropYr  Dept Affiliate s Percentage
[ElRevenuve @ [csz/@ [11010@ [ooo1qy [s463 @ 1101 |@ [a1100Q [av2013Q@ Q Q Q 100.00
4 | *l
Percent: 10000 Amount: 100000 Gross Extended: 1,000.00
sew 6 Line: Net Extended: 20.00
Identifier: RCS100 Description: Test Vending
Bill Line Distribution - Revenue Personaiize | Find | view 20 | B | B Frst B qore O oot
Reference information
Code ﬁa;" PCA Fund  Account  Program  nPP™P  AppropYr Dept Affiliate fand Percentage -
[Elrevenve @ [csz/@ [11010@ [ooo@ (5463 @ [1101 @ [a1100Q [av2013cy Q Q Q 100.00
1] | =
Percent: 10000  Amount: 2000 Gross Extended: 20.00
sew 7 Line: Net Extended: 10.00
Identifier: RCS200 Description: Chain Store Accident

Step Action

8. Accounting entries for ordinal bill lines and bill line adjustments display onthe
Accounting Entries page.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

ENewWindow ? Help [F Personalize Page B http

Line  Distribution Code Description

1 |R-5460 Q Revenue R-5460
2 |R-9588 Q Revenue R-9588

Codes
B  customer

SetiD: JUDS3 Currency: usD Charge ID: RCS-280
Charge Code Find | View Al First Kl 4071 B Last
*Effective Date: 01/0111901 status: Active - =
“Unit of Measure: Ea @ List Price: ]
*Description: [Transfer Tax- County
[El
Long Description:
Revenue Distribution Code: Q *Revenue Recognition Basis: Invoice Date -
“Bill Type Identifier: fotH & Local Disbursement:
Tax Group: @ Transaction Type: Billing and Payment -
VAT Group: @ Transaction Sub Type: MNone -
HTemiTe Coes

Allocation Basis Percent Allocation

Percentage Allocation 90.000 =]
Percentage Allocation + 10.000 =

Line ‘Distribution Code Description

1|D-9522 aQ Local Disbursement - 9522

Return to Setup

Charge Code | Charge Cade 2

2 save | |\ Returnto Search | |tZ] PreviousinList | ¢E) NextinList | [[Z] Notify Er Add £ Inciude History || B Correct History

Allocation Basis Percent Allocation

Percentage Allocation + 90,000 =

Step

Action

You have learned how to:

End of Procedure.

You have successfully completedthe Understanding Revenue Allocation topic.

- enter/review the Charge ID page and the Standard Billing page in GEARS

2.4 Understanding Single Action Invoicing

All revenue transactions must be finalized through the Single Action Invoice jobin order to
update the status of each invoice and make the accounting entrieseligible for postingtothe
General Ledger.

Instead of running key Billing processes separately, the Single Action Invoice joballows you to
run these processes in an automatedsequence after initiatingthe job. The following processes are
included in the Single Action Invoice job:

The initial process finalizes and creates a printed document for the invoice.
The next process creates the accounting lines for the Revenue and Accounts Receivable

distribution.

The last process loads the invoices into the pending AR customer files.

Thistopic reviews the run control page used to initiate the Single Action Invoice process request
in GEARS Billing.

After completingthis topic, youwill be familiar with:
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e theSingle Action Invoice run control page used to process single-action jobs in GEARS
Procedure

In this topic, youwill review the Single Action Invoice page used to process the invoice

finalization and load to receivables, general ledger, and payables for each court in GEARS
Billing.

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu > Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice
&7 New Window [ Personalize Page &, htip
< B Frint Opfions
Run Control ID: BILLING ReportManauer Frocess Monitor D
Language:  English = @ Specified © Recipient's
4] ¥
Sexq Nbr: 1 FHE
@ Processing Date
O User Defined
7 Do Not Post © Batch Standard
- Business Unit: MDJUD @,
) Al Invoice 1D
. . EGISTER
© Bill cycle ©Custip Source: R “
© Date Bill Added © Bill Type
O Range ID @ Bill Source
7 Public Voucher Number
[ save L\ Returnto Search Motify Es Add Update/Display
Single Action Invoice | Erint Options
\ction_win0{document. win0, BI_PE_WRK_EILL_LIST_PE);
Step Action
1. On the Single Action Invoice process request page, you have to select process

parametersincluding, invoice dates, options, postingaction, and the bills or invoices
that will be processed.

2. The Invoice Date O ption section selectsthe date that the invoice was created.

In this example, the Run Controlwill use the processing date to run the process.

The Posting Action should always be Batch Standard.

The Range Selection section allows you to select invoices to be processed with the
single action invoice job.

Inthis example, the Bill Source is selected which requires you to identify the source
of theinvoice. Inthisexample, the invoices come from register transactions.

5. Use the Bills To Be Processed icon to viewthe invoices selected for processing.

6. Torun the process, use the Run button at the top of the page.
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Favorites  Main Menu > Biling » Generate Invoices » MNon-Consolidated > Single Action Invoice

I New Window P Help [ Personalize Page |2, hiip
) Print Options

Run Control ID: BILLING Report Manager  Frocess Monitor Ry
Language:  ENUNiEN  ~ @ Specified O Recipient's

<] )|

Seq Nbr: 1 =

© Processing Date
© user Defined

© Do Not Post @ Batch Standard

Business Unit: MDJUD Q@

©an © Imvoice I
Source: REGISTER |

(@ Bill Cycle @) Cust ID

© Date Bill Added © Bill Type

© Range ID @ Bill Source
© Public Voucher Number

& save  [=] ity By adn UpdateiDisplay

Single Action Invoice | Print Options

Blc||orw @]
Step Action
7. You have successfully completedthe Understanding Single Action Invoicing topic.

You have learned to:

- review the page used to enter and run Single Action Invoicing in GEARS
End of Procedure.

2.5Understanding the Receivable Update (ARUPDATE) Process

All OTC transactionsare postedto the Billing and Accounts Receivable modules using the
Receivable Update (ARUPDATE) job. The Receivable Update (ARUPDAT E) multi-process
job is responsible for posting itemsin Billing, paymentsand maintenance activitiesin Accounts
Receivable. The process updates customer balances, updates item status, and creates accounting
entries for a specified Business Unit and accounting date range.

It is important to note that when the Receivable Update job is run, all activity set to post fora
business unit will be posted, regardless of the type of activity. For example, if pending billing
items and paymentsfor a batch agency are set to post, both the pending item activity and the
payment activity will be posted.

After completingthis topic, youwill be familiar with:

e How the Receivable Update process is used to update customer balances and other
statuses in Billing and Accounts Receivable
e TheReceivable Update Request page and process request parameters
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Procedure

In this topic, youwill review the Receivable Update Request page andthe process parameters
required to run the process.

Step Action

1. The Request Receivables Update (ARUPDAT E) page postsitems in Billing and
paymentsand maintenance activitiesin Accounts Receivable.

Favorites = Main Menu » Accounts Receivable > Receivables Update » Request Receivables Llpdat e
f& New Window [ Personalize Page i, hitp
Options
Hepoilifanagsl Process Monitor [ RuR
i Kqora 0
*Group Unit: JuDs2 |Q E|
Process Frequency: Awzys 5] *High Balance Basis Date: Run Date =
*Accounting Date From: 01/012012 [ =accounting Date To: 011032013 |[5
™ user Defined Last Run On:
rPayment Performance 01/03/13 3:30:32PM
I pso Calculation Year: Period: Process Instance:
™ SubCustomer 13039
[ save L\ Returnto Search Notify B Add Update/Display,
Receivable Update Request| Options
Step Action
2. The Run Control ID for the processdisplays at the top of the Receivable Update
Request page.
When you run the Receivable Update process for the first time, you will need to
create a new run control ID. For subsequent runs, you can search for the run control
ID that youhave already created and use it to run the process.
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QlRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » ReceivablesUpdate » Request Receivables Update

Receivable Update Request Options

FNew Window [ Personalize Page B, http

Run Control ID:  PSBIP Hepoilifanagel Process Monitor [ RuR
Process Request Parameters Find | View Al First Kl 4074 I Last
*Group Unit: bupsz |a =
Process Frequency: Awars 3 “High Balance Basis Date: Run Date -
*Accounting Date From: 01012012 B <accounting Date To: 010312013 |[5]
Customer History Options Last Run On
I™ user Defined Last Run On:
I~ Payment Performance 01/0313 3:30:32PM
" pso Calculation Year: Period: Process Instance:
™ subCustomer 13039
& Save | | & Returnto Seerch | |[=] Hotfy Ev Add Update/Display,

Receivable Update Request | Options

Step

Action

Inthe Process RequestParameters section iswhere you enter and/or update the
values in the Group Unit, Process Frequency, and Accounting Date From/To

fields.

The Receivable Update processwill select all transactions set to post for the

parametersselected on this page.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Accounts Receivable » ReceivablesUpdate » Request Receivables Update
FNew Window [ Personalize Page B, http
Receivable Update Request @Ol

Run ControlID:  PSBIP

Hepoilifanagsl Process Monitor [ RuR

Process Request Parameters Find | View Al First K 4

*Group Unit: bups2 |a
Process Frequency: Always = *High Balance Basis Date: Run Date >
*Accounting Date From: 010012012 5] <accounting Date To: 011032013 |[5]
Customer History Options Last Run On
I~ User Defined Last Run On:
I~ Payment Performance 01/0313 3:30:32PM
CDsO  Calculation Year: Period: Process Instance:
™ SubCustomer 13039

2 save | L\ ReturntoSearch | [ Notify

Er Add Update/Display
Receivable Update Request | Options

Step Action

Users with authority can post more than one batch agency at atime by clicking the
plus sign button and adding parameters for each Group Unit.

Home | Workiist ultiChannel Console | Addto Favorites | Sign out
Favorites = Main Menu » Accounts Receivable > Receivables Update » Request Receivables Update
0 NewWindow [ Personalize Page 1B, http
Receivable Update Request JSJSTT)
Run Control ID:  PSBIP Hepoilifanagel Process Monitor [ RuR
Process Request Parameters Find | View Al First K 4074 1 Lost
|‘Gro||pllm|: HJuDs2 Ql FE
Process Frequency: [aways 5] *High Balance Basis Date: Run Date =
*Accounting Date From: 0110112012 )  =accounting Date To: 0110312013 |[5)
Customer History Options Last Run On
I~ User Defined Last Run On:
I~ Payment Performance 0110313 3:30:32PM
["DSO  Calculation Year: Period: Process Instance:
™ SubCustomer 13038

2 save | L\ ReturntoSearch | [ Notify

Er Add Update/Display
Receivable Update Request | Options
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Step Action

5. Enter the batch agency for which you are posting activity in the Group Unit field.

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » ReceivablesUpdate » Request Receivables Update

&0 NewWindow [ Personalize Page B, http
) Options

Run Control ID:  PSBIP Heportifanagel Process Monitor B

*Group Unit: JuDs2 |Q =

Process Frequency: [amaz =] | “High Balance Basis Date: Run Date B
*Accounting Date From: 01012012 B <accounting Date To: 010312013 |[5]
[ Customer History Optio [ Last Ru
I™ user Defined Last Run On:
I~ Payment Performance 01/0313 3:30:32PM
" pso Calculation Year: Period: Process Instance:
™ subCustomer 13039
[ save L\ Return to Search Notify Er Add Update/Display,

Receivable Update Request | Options

Step Action
6. You may choose from "Always", "Don’t", and"Once" in the Process Frequency

list.

Typically, you will select "Always". You will run the Receivable Update for the
Group Uniteach time.

NO TE: For users with authority to run the process for more than one Group Unit,
you may not want to run Receivable Update for all units. You can change the
process frequency to "Don’t" for the unitsthat youdo not want to post.
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QlRACLE

Favorites

Receivable Update Request Options

Hi
Main Menu > Accounts Receivable » ReceivablesUpdate > Request Receivables Update

ome |

Workiist | MufliChannel Console |  Add to Favorites

FNew Window [ Personalize Page B, http

Run Control ID:  PSBIP £

Repori Manage: Process Monitor

Process Request Parameters

Find | View Al First K 4074 1 Lost

Run

Receivable Update Request | Options

*Group Unit: bups2 |a HE
Process Frequency: Always = *High Balance Basis Date: Run Date >
|’Acco||nl|ng Date From: 010012012 5] <accounting Date To: 011032013 |[5] I

Customer History Options Last Run On

I~ User Defined Last Run On:

I~ Payment Performance 01/0313 3:30:32PM

CDsO  Calculation Year: Period: Process Instance:

™ SubCustomer 13039

2 save | L\ ReturntoSearch | [ Notify

Er Add Update/Display

Step Action

From/To fields.

Enter the accounting date range of the activity to be posted in the Accounting Date

Favorites

Receivable Update Request Options

Home |
Main Menu > Accounts Receivable » Receivables Update > Request Receivables Update

Workiist |

MultiChannel Console | Addto Favorites | Sign out
&0 NewWindow [ Personalize Page 1B, http

™ SubCustomer 13038

2 save | L\ ReturntoSearch | [ Notify

Receivable Update Request | Options

Run Control ID:  PSBIP Hepoilifanagel Process Monitor [ RuR
Process Request Parameters Find | View Al First K 4074 I Last
*Group Unit: JUD52 |Q Eal=}
Process Frequency: Always = *High Balance Basis Date: Run Date >
*Accounting Date From: 010012012 5] <accounting Date To: 011032013 |[5]
Customer History Options Last Run On
I~ User Defined Last Run On:
I~ Payment Performance 0110313 3:30:32PM
CDsO  Calculation Year: Period: Process Instance:

Er Add Update/Display
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Step Action
8. To schedule the processto run, click the Run button.
Fun
QIRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites - Main Menu > Accounts Receivable » Receivables Update > Request Receivables Update
& New Window [ Personalize Page |, hitp
| Options
Run Control ID:  PSBIP Heporfifanagsl Process Monitor B,
Mo O
*Group Unit: JuDs2 |Q El
Process Frequency: Awzs 5] *High Balance Basis Date: Run Date =
*Accounting Date From: 01012012 6l «ccounting Date To: 01/03i2013 |[5
F User Defined Last Run On:
VPaymantPerfnrmance 01/0313 3:30:32PM
F Dso Calculation Year: Period: Process Instance:
I™ SubCustomer 12030
[ save L\ Returnto Search Hotify Er Add Update/Display
Receivable Update Request | Options
Step Action
9. You have successfully completedthe Understanding the Receivable Update

(ARUPDATE) Process topic.

You have reviewed the Receivable Update Request page and process request
parametersrequired to run the process.
End of Procedure.

Lesson 3: Processing Cash Register Transactions from the BUS
Interface

Lesson Overview
The Billing and Receivables modules in GEARS will collect data from each local court cash

register (UCS, RCS, and standalone) through the Judiciary Information Systems (JIS) Back
Office interface, called the "BUS", which aggregates and standardizes the data for collection in
GEARS. Upon register Zout / reset, each court location will run the BUS interface (an on-
demand process). Local Accounting personnel will review transaction totals by Batch Agency,
court location, and date, ensuring the BUS totals match that of the Z Report. Personnel will add
the treasury number to cash and check transactions - thiswill carry forth on the Daily TRN
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(Transaction) file so GAD (General Accounting Division) can match the transaction with the
bank deposit in FMIS (Financial Management Information System).

Lesson Objectives
After completingthis lesson, you will be familiar with:

e Allocating revenue using invoices
e How torecord cash drawer deposits

3.1 Running the BUS Interface to Billing (Detail Side of Transaction)

Running the BUS Interface to Billing (Detail Side of Transaction)

The Cash Register interface process will create a new bill in the GEARS Billing module. Each
bill corresponds with aregister receipt. The transaction code from the Cash Register will be
mapped to a Charge Code in GEARS. Each Charge Code will have an appropriate Revenue
Account(s) assigned. Upon completion of the Billing process (after the Single Action Invoice
Process is run), the appropriate Revenue and Customer journal entrieswill be created. For case
and traffic related transactions, the case or ticket number will be automatically entered in the Bill
of Lading field.

In this section, you will use several pages within the Billing module to run the BUS Interfaceto
Billing (Detail Side of Transaction).

After completingthis section, you will be able to process the 6 key steps:

o Enterthetreasury code onthe Staging Approval page
e Run thebilling interface

e Run the FAR Report and verify the revenue allocation
e Adjust revenue allocation by bill line

e Change the status of bills en masse

e Run the Single Action Invoice Process

3.1.1 Entering the Treasury Code on Staging Approval Page

Judiciary Information Systems (JIS) Back Office interface enables fiscal office users to send
revenue data to JISs Enterprise Service Bus. JISs Enterprise Service Bus collects and transforms
the revenue data to a common format andthen sends the data to GEARS. In GEARS, the Staging
Approval page provides a means of reviewing transactionssent from JISs Enterprise Service

Bus interface to GEARS priorto allocating revenue.

GEARS Staging Approval page is a key link between JIS and GEARS in that all transactions
must be approvedon this page before these transactionscan be loaded into GEARS. Transactions
are displayed for a specific Batch County, District, Location, and ZDate after they are submitted
from the JIS Website. User security is in place that only allows users to access their appropriate
Batch Counties.

You use the Staging Approval page to verify the accuracy of the data, including verifyingthat
staging table totals match Z report totals (by court location and date). If the totalsand data match,
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the next step is to enter Treasury Code per line item (which representsa court location on a
specific date).

If the totalsand data do not match, the discrepancy will need to be diagnosed, and the data will
need to be wiped clean from the staging table, and the Cash Register Interface (BUS) will needto
be re-run.

In this topic, youwill use the Staging Approval page in GEARS Billing to enter the Treasury
Code on the Staging Approval page.

After completingthis topic, youwill be able to:
e Access the Staging Approval page and verify Z Report totalsmatch totals in staging table

by court location and date
e Enterthe Treasury Code onthe Staging Approval page

Procedure

In this topic, youwill learn how the BUS interface will transmit data from the cash register to the
staging table.

Step Action

1. Begin by navigating to the Process LACD page.

Click the Main Menu button.

2. Click the Maryland Judiciary menu.

| (3 Maryland Judiciary r |
3. Click the AOC Interfaces menu.

| &3 AOC Interfaces ]
4. Click the Local Acctg Cash Drawer menu.

| |=| Local Acctg Cash Drawer |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » Marylnd Judicary > AOC Interfaces »> Local Acctg Cash Drawer

& New Window ? Help 5, http
Process LACD

Enter any information you have and click Search. Leave fields blank for a list of all values.

I8 Add a New Value

- Search Criteria

Search by: Run Control ID begins with |

I™ case sensitive

‘Search | Advanced Search

Find an Existing Value | Add a New Valug

Step Action

The Local Accounting Cash Drawer - Process LACD search page displays.

Clicking on Search will take you to the Staging Approval page.
Click the Search button.
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Home Worklst |  MultiChannel Console | Sign out

Favortes : Main Menu » Maryland Judicary > AOC Interfaces »> Local Acctg Cash Drawer

Enew Window ? Help [ Personalize Page B} hitp

Process LACD  [@I[SR [ FIFRM

Run Control ID:  PROCESS_CASH_DRAWER_RECEIPTS  ReportManager Process Monitor @

County | (s} | Updatelist

Totals by Date

" . Process Selected Delete Selected  Cash Treasury
Zdate District Locston  Amount o o o
1 B =

Process LACD | MOP Totals

Step

Action

The Process LACD page displays.

Click the Look up County button.

Look Up County

Search by: Batch County ~ begins with
Look Up ‘Cancel Lookup

Search Results

100 First [q] 1o 1 [3] Last

ik Circuit Court Allegany County
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Step Action

7. The Look Up County window displays.

Click the 01 link.

8. Select Update List to obtain the cash register transaction(s) that were transmitted
from the BUS Interface for that County.

Click the Update List button.
Ipdate List

9. The list of cash drawer receiptsto be verified and processed displays (by receipt
date, district, location, and amount).

Click the Process Selected Dates option for the second line item.

10. Enter the desired information into the Cash Treasury Code field. Enter "123456"
for example.

11. Click the Save button.

12. Selecting Run initiatesa batch process that allocates revenue, creates customers,

creates bills, and creates the FAR report.

Click the Run button.
Run
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Home | Workist | MuliChannel Console |  Sign out
Favorites © Main Menu » Maryland Judicary > AOC Interfaces » Local Acctg Cash Drawer

0 New Window ? Help [& Personalize Page &, hlp

Process Scheduler Request

User ID: andrew.somers Run Control ID: PROCESS_CASH_DRAWER_RECEIFTS
server Name: [N ~ Run Date: [05/22/2013 [
Recurrence: - Run Time: [11:25:55AH Resetto Current Date/Time
Time Zone: Q
L
Select Description Process Name Process Type Type *Format Distribution
AOC_PYMNT_IN AOC_PYMNT_IN  Application Engine  Web = TXT  + Distribution
oK Cancel

Step Action

13. The Process Scheduler Request page displays.

Click the O Kbutton.

14, Click the Process Monitor link to see the transaction isin queue to be processed.

Process Monitor
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| Workiist | MuliChannel Console |  Sign out
Favortes = Main Menu » Marylnd Judicdary > AOC Interfaces »> Local Acctg Cash Drawer
FMew Window ? Help [& Personalize Page B hiip
Actions
User IDpndrew.somer @, Type - Last - [ 1  Days ~  Refresh
Server ~  HName | Q Instance to
Run Status A Distribution Status v

Save On Refresh

Process List

Personaiize | Find | Vi

Select Instance Seq. Process Type Process Hame  User Run Date/Time Run Status ¢
[] |19852 Application Engine AOC_PYMNT_IN andrew somers 05/22/2013 11:25:55AM EDT Success Posted Details

Go back to Process LACD
B save | [ Notity |

Process List | Server List

i

Step Action
15. The Process List displays.

Click the Refresh button.

| Workiist | MuliChannel Console |  Sign out
Favorites  Main Menu > Marybnd Judicry > AOC Inerfaces »  Local Acctg Cosh Drawer
ENew Window ? Help [& Personalize Page 3, hip
Server List
e
User IDpndrew.somer @, Type - Last - [ 1  Days ~  Refresh
Server ~  Hame | @ Instance o[ |
Run Status - Distribution Status v ‘Save On Refresh
Process List Personalize | Find | ' qore B st
Select Instance Seq. Process Type Process lame  User Bun DaterTime fun starus siribution
[ |1g852 Application Engine AOC_PYMNT_IN andrew somers 05/22/2013 11:25:55AMEDT  Success  |Posted  Details

Go back to Process LACD
B save | [ Notity |

Process List | Server List

i
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Page topic.

You have learned to:

- transmit data from the cash register to the staging table

End of Procedure.

Step Action
16. The Run Status isnow "Success"andthe Distribution Status isnow "Posted".
Click the Go back to Process LACD link.
IG-:n pack to Process LACD |
17. We have returned to the Staging Approval page.
Click the Update List button.
Update List |
Favortes - Main Menu » Maryland Judicary > AOC Interfaces > Local Acctg Cash Drawer R L
. I New Window ? Help [& Personalize Page B, hiip
MOP Totals
Run Control ID:  PROCESS_CASH_DRAWER_RECEIPTS  Report Manager Process Monitor R
County |01 (¢} Update List
10412612013 oo 00 $13185.30 DSES 5“ =
2041302013 00 00 $7716.50 [F] ] =
[3) save [\ Returnto Search Notify B Add
Process LACD | MOP Totals
Step Action
18. Since we have successfully processed the previous transaction, the transaction no
longer appears in the Staging Approval page.
19. You have successfully completedthe Entering Treasury Code on Staging Approval
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3.1.2 Running the Billing Interface

After the cash register data has been verified and run successfully in the staging table, the next
step in the process is to load the cash register data from the staging table to the Billing module for
subsequent processing. T his process is performed by running the Billing Interface Process.

In this topic, we will demonstrate how to initiate the Billing Interface Processand includes the
steps to verify that the process ran successfully.
After completingthis topic, youwill be able to:

e Loadstaging table data into GEARS Billing by running the Billing Interface process

Procedure

In this topic, youwill learn howto run the Billing Interface successfully to load staging table
data into GEARS Billing.

Step Action

1. Begin by navigating to the Process Billing Interface page.

Click the Main Menu button.

Main Menu

2. Click the Menu sort button.

[=]
3. Click the Billing menu.

| &3 Biling ]
4, Click the Interface Transactions menu.

| (J Interface Transactions r |
5. Click the Process Billing Interface menu.

| |=| Process Biling Interface |
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Favorites : Main Menu > Biling > Interface Transactions > Process Biling Interface

Process Billing Interface
Enter any information you have and click Search. Leave fields blank for a list of all values.

I8 Add a New Value

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

D New Window ? Help & http

- Search Criteria

Run Control 1: [ begins with =] |

I™ case Sensitive

Search Clear  |Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. The Findan Existing Value page displays. Use this page to enter your search

criteriafor the Run Control ID.

Click the Search button.
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Favorites = Main Menu > Biling > Interface Transactions > Process Biling Interface

Process Billing Interface

Run Control ID: PROCESS_CASH_DRAWER_RECEIPTS  ReportManager  Process Monitor @

L a

*From Interface ID:

To Interface ID:

YXIGEARS

S General Enterprise And Resource Support

Enew Window ? Help [& Personalize Page B} hitp

Step

Action

The Process Billing Interface page displays.

lick the Look up From Interface ID button.

? Help

Look Up From Interface ID

Interface ID: =

A I
[ ookup. || Crear | Cancel Jzsic Losius

Search Results
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Step

Action

The Look Up From Interface ID window displays.

Click the 196 link.

The From Interface ID and To Interface ID fields are filled.

Click the Save button.

10.

Click the Run button.
Fun

Home | Workist | MuliChannel Console |  Sign out

Favorites - Man Menu » Biing > Interface Transactions > Process Biing Interface
& New Window ? Help [& Personalize Page &, hlp

Process Scheduler Request

User ID: andrew.somers Run Control ID: PROCESS_CASH_DRAWER_RECEIFTS
server Name: [N ~ Run Date: [05/22/2013 [
Recurrence: - Run Time: [11:48:11AK Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type “Type *Format Distribution
[ Billing Interface BIF0001 Application Engine  Web = TXT = Distribution

]

BLIOBIT PSJob (Mone) ~ (None) - Distribution

oK Cancel

Step

Action

11.

The Process Scheduler Request page displays.

O

lick the Select optionfor Billing Interface.

12.

Click the O Kbutton.
OK

Page 61




Training Guide
AR220 - Managing Customer Billing,

Receivables and Customer Payments -
Circuit Court

{f;;zGEARs

General Enterprise And Resource Support

Step Action

13. Click the Process Monitor link.
Process Maonitar

Favorites = Main Menu > Biling > Interface Transactions > Process Biling Interface

Select Instance Seq. Process Type Process Hame  User Run DaterTime
19857 Application Engine BIIFDOO1 andrew somers 05/22/2013 11:48:11AM EDT
19852 Application Enging AOC_PYMNT_IN andrew.somers 05/22/2013 11:25:55AM EDT

Go back to Process Billing Interface
B save | | Notify

Process List | Server List

Home

FMew Window ? Help [& Personalize Page B hiip

Actions
Userin[andrew.somer/@,  Type - Last - 1 - Refresh
Server -~ Wame[ @ stance | |t [ |
Run Status - Distribution Status v Save On Refresh

Personalize | Find | View A1 | E1

Run Status

Success

Success

| Workiist | MuliChannel Console |  Sign out

st Kl 1-20r2 I Last
Distribution

S Details
Posted Details
Pasted Details

L

Step Action

14, The Process List displays.

Click the Refresh button until the Run Status and Distribution Statusare changed.

15. Click the Detailslink once the Run Status reads Successandthe Distribution

Status reads Posted.
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QlRACLE

Favorites © Main Menu > Biling > Interface Transactions > Process Biling Interface

Process Detail

Instance 19263 Type Application Engine
Name BIIF0001

Run Status Success

Description Billing Interface
Distribution Status Posted

[
Run Control ID PROCESS_CASH_DRAWER_RECEIPTS Hold Request

Queue Request
Cancel Request

Location Server

Server PSUNX

Delefe Request
Recurrence Restart Request
]
Request Created On 06/21/2013 1:41.27PMEDT Parameters Transfer
Run Anytime After 06/21/2013 1:41:12PM EDT Message Log View Locks

Began Process At 06/21/2013 1:41:42PM EDT
Ended Process At 06/21/2013 1:42:25PM EDT

Batch Timings
View Log/Trace

0K Cancel

/Add to Favorites Sign out
FMew Window ? Help [ Personalize Page B, hip

Step

Action

16.

The Process Detail page displays.

Click the Message Log link.
Message Lo

LA LS

Worklist

Favorites © Main Menu > Biling > Interface Transactions > Process Biling Interface

Message Log

Instance: 19263 Type: Application Engine

Name: BIIF0001 Description: Billing Interface

First Kl 1.6 of 6

personalize | Find | View A1 |

Severity Log Time Message Text Explain
10 14152PM Blinterface was started: 192 To: 192 Option: ALL Explain
10 14219PM  [Transactions in Error0 Explain
10 14219PM  NewSBil Headers Created 1 | Explain
10 14219PM |NewBil Lines Created: 4 Explain
Published message with ID H1c52627-0299-11e2-al87-
R 4257b34dd0c4 to create entry in folder GENERAL _ Bxplain
. Successfully posted generated files fo the report
Tazaven | e Explain
Return

Add to Favorites

FMew Window ? Help [ Personalize Page &, hip
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Step Action

17. The Message Log displays.

Thispage will indicate the number of new bill headers and bill lines created.

18. You have successfully completedthe Run the Billing Interface topic.

You have learned to:

- successfully run the Billing Interface to load the staging data table into GEARS
Billing.

End of Procedure.

3.1.3 Running the FAR Report, Verify Revenue Allocation

The FAR Report stands for Funds Allocation Report. Local Accounting personnel will use the
FAR to review summarized accounting entriesby PCA and Object prior to invoice finalization
while there s still an opportunity to make adjustments prior to posting. The accountin g entriesare
generated according to invoice, which corresponds to aregister receipt.

After completingthis topic, youwill be familiar with how to:

e Cenerate the FAR Report
e Matchallocation totals following Local Accounting's guidelines and business processes

Procedure

Inthis topic, youwill generate the FAR Reportand successfully perform and allocate totals.

Step Action

1. Begin by navigating to the AOC Run Bill FAR page.

Click the Main Menu button.
|r-13in lﬂenu

2. Click the Menu sort button.

=1
3. Click the Billing menu.

| &3 Biling 3
4, Click the Interface Transactions menu.

| (1 Interface Transactions ¥ |
5. Click the AOC Bill Funds Allocation Rpt menu.

| =] AoC Bil Funds Allocation Rpt |
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General Enterprise And Resource Support

Favorites : Main Menu > Biling > Interface Transactions > AOC Bil Funds Allocation Rpt

Aoc Run Bill Far

Enter any information you have and click Search. Leave fields blank for a list of all values.

I8 Add a New Value

Training Guide

AR220 - Managing Customer Billing,
Receivables and Customer Payments -

Circuit Court

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

- Search Criteria

Search by: Run Control ID begins with |

I™ case Sensitive

‘Search | Advanced Search

Find an Existing Value | Add a New Valug

D New Window ? Help & http

Action

The Findan Existing Value tabdisplays.

Click the Search button.
Search
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OlRACLE
Home | Workist | MultiChannel Console |  Sign out
Favorites - Main Menu » Bilng > Interface Transactions > AOC Bill Funds Alocation Rpt

& New Window 2 Help [& Personalize Page ) hilp

Run Control ID: PROCESS_CASH_DRAWER_RECEIPTS  Report Manager Process Monitor ey

(Optional)
Business Unit To Business Unit

*Run Date From *Run Date To

5 5]

(optional)
Location To Location

a a

L]

Save | L Return to Search Hotify. B Add

Step

Action

The AOC Run FAR page displays. Use this page to enter criteriato execute the
report.

Click the Business Unit list.

[ ]

Click the JUDO1 list item.

JUD0A

Click the (Optional)BusinessUnit list.

[ ]

10.

Click the JUDO1 list item.

JUD0A

11.

Enter the desired information into the Run Date From field. Enter "040113" for
example.

12.

Enter the desired information into the Run Date To field. Enter "040113".

13.

ck the Look up Location button.
Q
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S

Look Up Location

Search by: SalesPersonbeginswith| |
LookUp  Cancel Lookup

Search Results
100 First [@] 1-100f10 [3] Last

Mame 1 Team Member
TIype Code
Allegany County Circuit Court SALES
04-00-00 Calvert County Circuit SALES
06-00-00 Carroll County Circuit Court |SALES.
13-00-00 Howard County Circuit Court SALES
Baltimore County - Catonsville SALES
Baltimore County - Towson SALES
Baltimore County - Baltimore City | SALES
Default DEFLT
CHIEF ADMINISTRATOR GRANT
ADMIN OFFICE OF COURTS GRANT

Training Guide

AR220 - Managing Customer Billing,
Receivables and Customer Payments -

Circuit Court

Step

Action

14.

The Look Up Location window displays.

Click the 01-00-00 link.
01-00-00

15.

lick the Look up (optional) To Location button.
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Look Up (optional) To Location

Search by: salesPersonbeginswin| |
Look Up dvanced Lookup

Search Results

Wlm First [q] 1-100f10 [ Last
s 1

i Allegany County Circuit Court
04-00-00 Calvert County Circuit
06-00-00 Carroll County Circuit Court
13-00-00 Howard County Circuit Court
Baltimore County - Catonsville
Baltimore County - Towsen

Baltimore County - Baltimore City
Default

CHIEF ADMINISTRATOR

ADMIN OFFICE OF COURTS

Y GEARS

General Enterprise And Resource Support

Step Action
16. The Look Up (optional) To Location window displays.
Click the 04-00-00 link.
04-00-00
17. Click the Run button.
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QRACLE
Home | Workist | MuliChannel Console |  Sign out
Favorites | Main Menu > Biling > Interface Transactions > AOC Bil Funds Alocation Rpt
I NewWindow ? Help [ Personalize Page aved |
Process Scheduler Request ; )
User ID: andrew.somers Run Control ID: PROCESS_CASH_DRAWER_RECEIFTS
server Name: [ ~ Run Date: [05/22/2013 [
Recurrence: - Run Time: [12-15:27PM Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type Type *Format Distribution
AOCARRO1 AOCARRO1 SOR Report Web  + PDF  + Distribution
oK Cancel |
Step Action
18. The Process Scheduler Request page displays.
Click the O Kbutton.
LIRACLE
Home | Workist | MuliChannel Console |  Sign out
Favorites | Main Menu > Biling > Interface Transactions > AOC Bil Funds Alocation Rpt
@ NewWindow ? Help [ Personalize Page aved |

AOC Run FAR

Run Control ID:  PROCESS_CASH_DRAWER_RECEIPTS ~ ReporiManager Process Monitor &R
Process Instance: 19872

(Optional)
Business Unit To Business Unit
Jupot - Jupot -
“Run Date From *Run Date To

0410112013 |[5] 0510112013 |[5

{optional)
Location To Location
[o1-00-00 | [04-00-00 |@

2 save | | Returnto Search | |[=] Notify Ex Add Updat
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Step Action

19. The AOC Run FAR page displays.

Click the Process Monitor link.
Process Maonitar

Home | Workist | MuliChannel Console |  Sign out

Favorites = Main Menu > Biling > Interface Transactions > AOC Bill Funds Allocation Rpt

) New Window ? Help [& Personalize Page 5, hiip

| Frocess List MECIEIRE]

tions

User ID pndrew.somer| @, Type = Last - 1 Days - Refresh
Server > Hame Q@ Instance to
Run Status A Distribution Status v Save On Refresh

Distribution

Select Instance Seq. Process Type Process Hame  User Run DaterTime Run status o SO0 Details
19872 SQR Report AOCARRO1 andrew somers 05/22/2013 12:15:27PM EDT Queued NIA Details
19857 Application Engine BIIF0001 andrew.somers 05/22/2013 11:48:11AM EDT Success Posted Details
19852 Application Engine AOC_PYMNT_IN andrew somers 05/22/2013 11:25:55AM EDT Success Posted Details

Go back to Aoc Run Bill Far
& save [=] Notify

Process List| Server List

Step Action

20. The Process List displays.

Click the Refresh button until the Run Status and Distribution Status are changed.

21. Click the Go back to Aoc Run Bill Far link.
[Go back to Aoc Run Bill Farf

22. You have returned to the AOC Run FAR page.

Click the Report Manager link.
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Training Guide
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Receivables and Customer Payments -
Circuit Court

Workist | MuliChannel Console Sign out

Home |

FMew Window ? Help [ Personalize Page &, hip

Favarites = Main Menu > Biing > Interface Transactions > AOC Bil Funds Alocation Rpt
EEW) Explorer | Administration |~ Archives

=

Focer; I - | Instance: o Refresh

Name: Created On: | [H Last - 1 Days -

Report Report Description Folder Name
1 Report

Go back to Aoc Run Bill Far
B save

List | Explorer | Administration | Archives

Process
Instance

Completion
DateiTime D

Step Action

23.

Click the Admin
| Administration

The Report Manager - List page displays.

istration tab.

LA LS

Favorites :

Lst | Explorer TR L Achives

Main Menu > Biing > Interface Transactions > AOC Bil Funds Allocation Rpt

Home | Workist | MuliChannel Console |  Sign out

FMew Window ? Help [ Personalize Page &, hip

View Reports For

Pseocar  Dpeselectan

Delete | cjick the delete button to delete the selected report(s)
Go iack to Aoc Run Bill Far
B save

List | Explorer | Administration | Archives

UseriD: Ty | Last B 1 Days - Refresh
Status: +  Folder: ~ Instance: | to: |
Report Prcs . .

Select D e Description = Format  Status Details

15155 19872 | AOCARRO1 3;’%’52;& ‘:f;“d%at Posted | Dstails
Text

15142 19857  Biling Interface % Fils  Postea |Detals
(.bat)

os2m013 | 14

15137 19852 ADC PYMNT IN oA [Files  [Posted |Defails

(*.be)
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Step Action
24, The Administration tabdisplays.

Click the AOCARROL1 link to view the report.

MARYLAND T2
O — —

JUDICIARY s

pca oBJECT AMOUNT DESCRIPTION

01010 sa60 $109.23

$10,003.00 Total Deposited

Step Action

25, The Funds Allocation Report (FAR) displays in a new window.

Print the report using your internet browser options, if desired.

26. You have successfully completedthe Run the FAR Report, Verify Revenue
Allocation topic.

You have learned to:

- allocate totals

- generate the FAR report
End of Procedure.

3.1.4 Adjusting Revenue Allocation by Bill Line

In situations when incorrect revenue allocation is discovered, Local Accounting personnel will

need to identify the invoice and associating bill lines to adjust in order to correct revenue
allocation.
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In this topic, youwill use the Standard Billingpage to adjust the revenue allocation of the
invoice on the bill line.

After completingthis topic, youwill be familiar with how to:

Procedure

Modify amounts in Revenue Allocation accounts by changing the Charge Code by Bill

In this topic, youwill learn how to modify the amounts in the Revenue Allocation Accounts.

Step Action
1. Begin by navigating to the Bill Entry page.
Click the Main Menu button.
[Main lﬂenu
2. Click the Menu sort button.
[=]
3. Click the Billing menu.
| 3 Biling |
4. Click the Maintain Bills menu.
[ &3 maintain Bills ]
5. Click the Standard Billing menu.
| |=| Standard Biling |
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QlRACLE

GEARS

General Enterprise And Resource Support

Favortes = Main Menu » Biling > Maintain Bils > Standard Biling

Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a NewValue

|~ Search Criteria

Business Unit: =~ [ < }
Inveice: begins with v | &

Bill Status: = hd A
Customer: begins with ~ Q
Contract: begins with v

gills in Business Unit: = ~ e
Template Invoice Flag: = - A
[case sensitive

Search Clear  |Basic Search [g) Save Search Criteria

Find an Existing Value | Add a New Value

Worklst |  MuliChannel Console |

Enew Window 2 Help . http

Step

Action

The Bill Entry search page displays.

lick the Look up BusinessUnit button.

Look Up Business Unit

Business Unit: begins with ~
[ Lookup. |- Grear |- Ganeel | asic L ook

Search Resul

gany County Circuit Court

Anne Arundel Circuit Court
JUD0S Caroline County Circuit Court
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Step

Action

The Look Up BusinessUnit window displays.

Click the JUDO1 link.

Click the Search button.
Search

Scroll down to reveal additional fields.

10.

Click the JUDO1 link for Inv 0000007259.

UD

QIRACLE

Favortes : Main Menu » Biling » Maintain Bils > Standard Biling

Home | Workist | MuliChannel Console |  Sign out

0 New Window ? Help [& Personalize Page &, hlp

Header-Info 1 | Line - Info 1

) Line -Info 1
.
Unit: Jupo1 Invoice: 0000007259 Pretax Amt: 000 usD *F
Status NEW Q. Invoice Date: 04/29/2013 B cyclein: DALY
“Type: BUS Q. source: REGISTER Q “Frequency: Once
“Customer: Jubot Q  subCustt: SubCust2:
Allegany County Circuit Court
“Invoice Form: NO_PRINT @ From Date: El 1o pate:
Accounting Date: 0412012013 B payTerms: MMED A pay Method: Check
Remit To: W&t @ Bank Account: 01 Q
sales: 01-00-00 @ Bill inquiry Phone: Q
Credit: DEFAULT @ coliector: [DEFAULT Q
Biller: DEFAULT Q. Billing Authority: DEFAULT Q
Goto. Header Info 2 Address Copy Address
Notes Express Entry
Summary Bill Search Line Search Navigation: Header - Info 1 b
[5) save [\ Returnto Search  +[5] Previous in List [=] notify Refresh

Aye
&

a

B

Es Add

i

Step

Action

11.

Info 1

Click the Line - Info 1 tab.
Line -

The Standard Billing - Header - Info 1 page displays.

12.

:

Click the View All link.

13.

Click the Add a new row at row 1 button.
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Step Action
14.

Move the scrollbar down to reveal additional fields.
15. Click the Look up Table button.

Select one of
the following|
values:
Discount!
Tablg
PS/Billing
Charae 19
£ Surcharge
= |Table

Step Action

16. Click the ID link.
17. Click the Look up ldentifier button.
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Look Up Identifier

SetiD: JuDo1
Billing Currency: usD

Identifier: begins with
Description: begins with

Basic Lookup

Search Results

First [4] 1-258 of 258 [3] Last

List Distribution

= —
01/01/1952 Bad Check Charge
01/01/1952 Payment Received
01/01/1952 Licenses - State
011011952 Local Licensss - lssunaFee |
01/01/1952 Local Licenses - MUSICBOx-C
010011952 Local Licensss -Penaly |
011011952 Local Licensss - ssunaFee
011011952 Licenses - SpecialRetai Coa |
01195z LicsnsesBaron
011011952 Local Licenses - Pinoall-Cou |
010011952 Licenses - Cumperizng
01/01/1952 Local Licensss - MUSIC BOX 520 |
01/01/1952 Local Licenses - Pinoall=Cou
01011952 Licsnses - Frostoura |
CCS-0343 010011952 Local Licenses - MUSICBOX-C

N1M1/1952]1 iranzas - MidlanA

Step Action

18. The Look Up Identifier window displays.

Scroll down to RCS-21

(1011050 [ R Pholoconies (per page) EA
01/01/1952 BL - State License Costs/Penal

01011962 BL -TransferFee A
01/01/1952 BL - Special Retail Cigarette EA
01/01/1952 BL - Issuing Fees EA
01/01/1952 BL - County Pinball/Video Lice EA
01/01/1952 BL - County Music BoxDevice L |[EA
01/01/1952 EC - Badge-Wand Replacement EA
01/01/1952 EC - Cell Phone EA
01/01/1952 EC - In-State ConffTraining EA
01/01/1952 EC - Interpreters EA
01/01/1952 EC - Office Phone EA
01/01/1952 EC - Postage EA
01/01/1952 Marriage - License/App EA
01/01/1952 Marriage - Civil Ceremony EA
01/01/1952 Marriage - NR Affidavit EA
01/01/1952 CC-Overage EA
01/01/1952 Marriage - Lic Replacement/Rei EA
01/01/1952 Marriage - Cedified Copy EA
01/01/1952 CC-Shortage EA
01/01/1952 | R - County Transfer Tax EA
01/01/1952 Passport - Photo Fee. EA
01/01/1952 CC-Overpayment by Check EA
01/01/1952 | R - Recording Fee with Taxes EA
01/01/1952 | R - Deed (No-Taxes) Recording |[EA
01/01/1952 | R - Deed (No-Taxes) Surcharge EA
01/01/1952 Certification of Copies EA
01/01/1952 | R - Easement (Mo-Taxes) Surch EA
01/01/1952 | R - Easement (with Taxes) Sur  |[EA
01/01/1952 | R - Easement (Mo-Taxes) Recor EA
01/01/1952 | R - Easement (with Taxes) Rec |[EA
01/01/1952 | R - Easement State Transfer T

01/01/1952 | R - Additional Recording Fee EA
01/01/1952 BL -1 ocal Lic Costs/Penalties EA
01/01/1952 BL -1 ocal Lic Costs/Penalties EA
01/01/1952 BL -1 ocal Lic Costs/Penalties EA
01/01/1952 BL -1 ocal Lic Costs/Penalties EA

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

5o 15 551515 515 15 15 1515 15 15 15 15 15 5 15 15 15 15 15 15 515 15 15 15 15 15 15 15 15 15 [I5)
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Step Action

19. Click the link for the desired charge code to replace the erroneous one. In this
example, click the RCS-21 link.

RCS-21
20. Enter the desired dollar amount into the Gross Extended field. Enter "10".
21. Scroll down towards the bottom of the page.

22. Click the Accounting link.
Accounting

QiIRACLE

Home | Workist | MuliChannel Console |  Sign out
Favorites = Main Menu > Biling > Maintzin Bils > Standard Biling

ENewWindow ? Help [& Personalize Page (B http =
Header-info1 | Line-info 1 | M Bl i

Unit: Jupot Bill To: Jupot Pretax Amt: 10.00 USD B E
Invoice: 0000007259 Allegany County Circuit Court Max Rows: 5
Bill Line Find | View 1 First ! -3 073 14 Last
seq: 1 Line: Net Extended: 20,00
Identifier: ccs-189 Description: Recording Fee - 520

Personaize | Find | View ATEL | 3 st K 1011 O Lost

I

Revenue
LCCULLL LR Reference Information

Approp
Code Agy PCA Fund Account Program Mumber Approp Yr  Percentage Amount Budget
[=1[ro1010546eQ, [co1l@ (01010 [o001Q (5466 @ 0101 @ [A0100@ [Av2013@ [ 100.000] | | 20.00
< i ] 5
Percent: 100.00 Amount: 2000 Gross Extended: 20.00
seq: 2 Line: Net Extended: 2000
Identifier: BUS-PAYMENT Description: Payment Received

Personaize | Find | View ATEL | 3 st K 1011 O Lost

LCCULLL LR Reference Information

Batch Approp
Code = PCA Fund Account Program SO AppropYr  Percentage Amount Budget Dat
[El[us_PuT @ [cotla Q [ooo1Q (2001 @ Q Q @ [ 100000 -20.00
P m »
Percent: 100.00 Amount: -20.00 Gross Extended: -20.00
se;: 3 Line: Net Extended: 10,00

Step Action

23. The Acctg - Rev Distribution page displays.

Scroll down to review all the information on the page.
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QlRACLE
Home | Workist | MuliChannel Console |  Sign out

Favorites © Main Menu > Biling > Maintain Bils > Standard Biling

seq: 2 Line: Net Extended: -20.00

Identifier: BUS-PAYMENT Description: Payment Received

Bill Line Distribution - Revenue personalize | Find | Vicw A0 [ B B prse K g o I et
Reference Information
Batch Approp

Code Agy PCA Fund Account Program T Approp Yr  Percentage Amount Budget Dat

[El[eus_Put @ [co1]a Q@ |ooo1@ [2001 @ Q Q @ [ 100.000 -20.00
< i ’
Percent: 10000 Amount: 2000 Gross Extended: -20.00
Seq: 3 Line: Net Extended: 10.00
Identifier: RCS-21 Description: BL - Transfer Fee

Header - Info 1| Line - Info 1 | Acctg - Rev Distribution

Bill Line Distribution - Revenue personalize | Find | Vicw A0 [ B B prse K g o I et
U L Reference Information
Batch Approp
Code gy PCA Fund  Account  Program WBPPP AppropYr  Percentage Amount Budget Dat
= Q Q Q Q Q Q Q Q | 0.00
< . v
Percent: 000  Amount: 0.00 Gross Extended: 10.00

Go'to Line Info 2 Tax D
Netes Express Enln
Summary Bill Search Line Search Navigation: Acctg - Rev Distribution v | Prev Next

@ save | L. ReturntoSearch | [S] Notify | |7 Refresh B Add Update/Displa

L

Step

Action

24.

Charge Code page.

Move towards the top of the page.

Notice the Bill Line Distribution - Revenue for "Seq. 3" is empty. You will now
proceed to fill the Bill Line Distribution - Revenue line with the appropriate
information. To do this, you will need to open a new window and navigate to the
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QlRACLE

Favorites = Main Menu > Biling > Maintain Bils > Standard Biling

ENewWindow ? Help [& Personalize Page (B http =

{f;;zGEARs

General Enterprise And Resource Support

Home | Workist | MuliChannel Console |  Sign out

Bl Creates GL Acct Entries

Personalize | Find | Ve 41| E |

First K 011 O Lost

Header—Info1 |( Line-Info 1 | S Bt Elu L
Unit: Jupot Bill To: Jupot Pretax Amt: 10.00 USD B E
Invoice: 0000007259 Allegany County Circuit Court Max Rows: 5
Bill Line Find | View 1 First ! -3 073 14 Last
seq: 1 Line: Net Extended: 20,00
Identifier: ccs-189 Description: Recording Fee - 520

Payment Received

Personalize | Find | Ve 41| E |

First K 011 O Lost

LCCNLLIL SR Reference Information

=
Batch Approp
Code Aav PCA Fund Account Program (B8P Approp Yr  Percentage Amount Budget
[=1[ro1010546eQ, [co1l@ (01010 [o001Q (5466 @ 0101 @ [A0100@ [Av2013@ [ 100.000] | | 20.00
< i ] »
Percent: 100.00 Amount: 2000 Gross Extended: 20.00
seq: 2 Line: Net Extended: 2000
Identifier: BUS-PAYMENT Description:

Amount Budget Dat,

3

Batch Approp
Code = PCA Fund Account Program SO AppropYr  Percentage
[El[us_PuT @ [cotla Q [ooo1Q (2001 @ Q Q @ [ 100000 -20.00
< i
Percent: 100.00 Amount: -20.00 Gross Extended: -20.00
se;: 3 Line: Net Extended: 10,00

Step Action

25. Click the New Window link.

26. Click the Main Menu button.

gin Menu
v

27. Click the Menu notsorted. Clicktosortin asce

[=]

nding order. button.

28.

Click the Set Up Financials/Supply Chain mer
| (3 Set Up Financials/Supply Chain *

nu.

29.

Click the Product Related menu.
| 3 Product Related ] |

30. Click the Billing menu.

| &3 Biling 3
31. Click the Setup menu.
(3 Setup b

32. Click the Charge Code menu.

| E] charge Code
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SieaeE— . Home | Workist | MultiChannel Console |  Sign out
Favorites - Main Menu » Set Up Financals/Supply Chain > Product Related > Biling > Setup » Charge Code
[ New Window 2 Help &, http
Charge Code
SetiD: = - Q
Billing Currency: begins with - Q
DDS\S:J:::':E(UWbeér:nvrvr‘:'cl;iﬁtnry [l case Sensitive
Search Clear  |Basic Search [§) Save Search Criteria
Find an Existing Value | Add a New Value
Step Action
33. The Charge Code search page displays.
Enter the desired information into the SetID field. Enter "JUDO1".
34. Enter the desired information into the BillingCharge ID field. Enter "RCS".
35. Click the Search button.
36. Click the RCS-21 link.
RCS-21
37. The Charge Code page displays.

The information on thispage is "View Only". Copy the Distribution Codesfrom
thispage to the Accounting Lines page row, which was empty. You can click the
Look Up icon for each row. Doing so will auto-fill the chartfield values.

If the Charge Code has more than 1 Distribution Code, you will need to copy each
distribution code to a new Bill Line Distribution row on the Acctg- Rev Distribution

page.

You may need to toggle back and forth between tabs in your browser inorder to
accurately enter the information.

Navigate back tothe Acctg - Rev Distribution page.
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Step Action

38. Click the Standard Billing tab, to go back to the Line - Info 1 tab.
& stan... X

BiewWindow ? Help [5 Personalize Page B htip ~

Header - Info 1 Line - Info 1 Acclg - Rev Distribution

Unit: Jupot Bill To: Jupot Pretax Amt: 10.00 USD B E
Invoice: 0000007259 Allegany County Circuit Court Max Rows: 5
Bill Line Find | View 1 First ! 1-3073 1) Last
seq: 1 Line: Net Extended: 20,00
Identifier: ccs-189 Description: Recording Fee - 520

Bl Creates GL Acct Entries

LCCULLL LR Reference Information

personaize | Find | View A TEV | 8 st Kl 4014 O Lost

I

Approp
Code Agy PCA Fund Account Program Mumber Approp Yr  Percentage Amount Budget
[=1[ro1010546eQ, [co1]@ (01010 [o001Q (5466 @ 0101 @ [A0100@ [Av2013@ [ 100.000] | | 20.00
Nl i ] 5
Percent: 100.00 Amount: 2000 Gross Extended: 20.00
seq: 2 Line: Net Extended: 2000
Identifier: BUS-PAYMENT Description: Payment Received

personaize | Find | View A TEV | 8 st Kl 4014 O Lost

LCCULLL LR Reference Information

Batch Approp
Code = PCA Fund Account Program SO AppropYr  Percentage Amount Budget Dat
[El[us_PuT @ [cotla Q [ooo1q (2001 @ Q Q @ [ 100000 -20.00
P m »
Percent: 100.00 Amount: -20.00 Gross Extended: -20.00
se;: 3 Line: Net Extended: 10,00

Step Action

39. Now you should delete the row which was being replaced, by going back to the Line
- Info 1 tab. Todo this click the'-* button for the incorrect Identifier (Charge 1D).
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Favorites - Main Menu » Biing > Maintzin Bils > Standard Biling Ly L L
=
Seq: & Line: Net Extended: 20.00
Identifier: RCS100 Description: Test: Vending
(B o1 L
| Reference information
[# [=][Revenue @ cgsyzQ 11010Q, [0001Q (5463 @ 1101 |Q ‘\::‘UUQ AY2013Cy Q Q I Q 100.00,
4 | =
Percent: 100.00 Amount: 20.00 Gross Extended: 20.00
Seq: 7 Line: Net Extended: 10.00
Identifier: RCS200 Description: Chain Store Accident
(B o1 L
| Reference information
[# [=] [REVENUE_2Q, cgsyzQ 112800, [7028Q [3765 @ [1128 |Q A:TZSQ AY2013Cy Q Q I Q 100.00,
4 | =
Percent: 100.00 Amount: 10.00 Gross Extended: 10.00
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes. Express Entry
Summary Bill Search Line Search Navigation: Acetg - Rev Distribution = [Prev Mext
[ save L\ Return to Search Notify & Refresh Er Add Update/Display
Header - Info 1 | Line - Info 1 | Acclg - Rev Distribution =
Step Action
40. Once you have enteredthe information youneed into the new accounting line and
removed the incorrect Bill Line, click the Save button.
Re-run the FAR to ensure the revenue adjustment had the intended allocation
impact.
41. You have successfully completedthe Adjust Revenue Allocation by Bill Line topic.
You have learned to:
- modify the amounts and allocate the totals.
End of Procedure.

3.1.5 Changing the Status of Bills

Bills createdfrom the Billing Interface or bills that are created manually will be loaded and saved
with a Status of ‘New'. Bills' status must be changed from 'New to 'Ready’, which means ready to
invoice. Thesystem will allow you to process Change Status of Bills for one or multiple bills at
atime. A report file, Invoice Status Change Report is created during this Bill Status Change
process that lists all of the invoices where the status was changed from 'New' to 'Ready".

NOTE: Thereare two typesof bills, (1) deferred payment trackingand (2) bad checks, that are
saved in the system as placeholders and will never be changed to ready status.

In this topic, youwill use the Change Statusof Bills page to change the status of a bill from
‘New' to 'Ready".

Page 83



Training Guide o

AR220 - Managing Customer Billing, (}f GEARS
Receivables and Customer Payments - Q General Enterprise And Resource Support

Circuit Court
After completingthis topic, youwill be familiar with how to:

e Change thestatus of bills from 'New to 'Ready" status
e Run and review the Invoice Status Change Report

Procedure

In this topic, youwill learn howto change the Bill Statusandgenerate a report for review.

Step Action

1. Begin by navigating to the Change Statusof Bills page.

Click the Main Menu button.

2. Click the Menu sort button.

N
3. Click the Billing menu.

| (3 Biling '|
4, Click the Maintain Bills menu.

[ 3 maintain Bills ']
5. Click the Change Statusof Bills menu.

| |=| Change Status of Bills |
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Favorites : Main Menu > Biling > Maintain Bils > Change Status of Bils

Bill Status Change

I8 Add a New Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

0 New Window 2 Help {5, hitp

- Search Criteria

Run Control ID: begins with ~

[case Sensitive

Search Clear  |Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. The Bill Status Change search page displays. Use this page to select the tabthat

| Add a Mew Value |

allows youto enter anew value or find an existing one.

Click the Add a New Value tab.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » Biing > Maintain Blls > Change Status of Bils
0 New Window 2 Help &, hitp

Bill Status Change

Find an Existing Value l’ Add aNew Va “"

Run Control ID:[|

Add

Find an Existing Value | Add a New Value

Step Action

7. The Add a New Value tabdisplays.

Enter the desired information into the Run Control ID field. For thisexample,
enter "PROCESS_CASH_DRAWER_RECEIPT".

8. Click the Add button. This Run Controlwill be available subsequent to thisinitial
add.

Add
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Favorites : Main Menu > Biling > Maintain Bils > Change Status of Bils

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

FNew Window [ Personalize Page B, http

 Copy Group ID

wve |\ Returnto Search (=] Hotity

Change Status of Bills
Run Control ID: PROCESS_CASH_DRAWER_RECEIPTS ~ ReporiManager  Process Monitor — RUM
Language: | ETEOM=]
Fro ]
7 New ™ Ready “New Bill Status: Ready Bill -
I~ Hold I™ Canceled
I” Pending
[ Range Selectio I~ Include ¢ ion Group
€ an € invoice 1D Business Unit: Q
C Bill Cycle € CustID
© Date Bill Added © Bill Type
C Range ID  Bill Source

s Add Update/Display:

Step Action

9. The Change Status of Bills page displays.

Ensure the value in the New Bill Status drop down field is "Ready Bill."

10. Click the Bill Source option.

() Bill Source

11.

=

Click the Look up BusinessUnit button.
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Look Up Business Unit

Business Unit: begins with ~
[ Lookup. |- Grear |- Ganeel | asic L ook

Search Results
First [4] 130f3 [§] Las!

Description

Allegany County Circuit Cou
Anne Arundel Circuit Court
JUD0S aroline County Circuit Cou

Step Action

12. The Look Up BusinessUnit page displays. Use this page to search and select your
Business Unit (Batch Agency).

Click the JUDO1 link.
D0

13. lick the Look up Source button.
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Step Action
14, The Look Up Source window displays.
Click the REGISTER link.
REGISTER
15. Click the Run button.
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Home | Workist | MuliChannel Console |  Sign out

Favorites = Main Menu > Biling > Maintain Bils > Change Status of Bils

@I New Window ? Help [ Personalize Page

Saved |

Process Scheduler Request

User ID: andrew.somers Run Control ID: PROCESS_CASH_DRAWER_RECEIPT
server Name: [N ~ Run Date: [05/22/2013 [
Recurrence: - Run Time:[2:18:07PH Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type “Type *Format Distribution
Invoice Status Change BIVCSTS SQR Report Web  « PDF  + Distribution
oK Cancel

Step Action

16. The Process Scheduler Request page displays.

Click the O Kbutton.

17. The Change Status of Bills page reappears.

Click the Process Monitor link.
Process Maonitar

18. The Process List displays.

Click the Refresh button until the Run Status and Distribution Status are changed.

19. Once the Run Status reads "Success' andthe Distribution Status reads "Posted",
run the Invoice Status Change Report to verify that all the bills changed to the
status "Ready".

Click the Detailslink.
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Home | Workist | MuliChannel Console |  Sign out
Favorites © Main Menu > Bilng » Maintain Bils > Change Status of Bils

FMew Window ? Help [ Personalize Page &, hip

Process Detail

Instance 19874 Type SQR Report
Name BIVCSTS Description Invoice Status Change
Run Status Success Distribution Status Posted

s s s KLl

Run Control ID PROCESS_CASH_DRAWER_RECEIPT Hold Request

Location gerver Queue Request
Server PSUNX Cancel Request
© Delete Request

Recurrence Restart Request

s |
Request Created On 05/22/2013 2:18:10PM EDT Parameters Transfer

Run Anytime After 05/22/2013 2:18:07PM EDT Message Log

Began Process At 05/22/2013 2:18:18PM EDT Batch Timings

Ended Process At 05/22/2013 2:18:31PM EDT View Log/Trace
| oK | cancel |

Step Action

20. The Process Detail page displays.

Click the View Log/Trace link.

iew LogMrace

LA LS

Home | Workist | MuliChannel Console Sign out

Favorites © Main Menu > Biling > Maintain Bills > Change Status of Bils

FMew Window ? Help [ Personalize Page &, hip

View Log/Trace

ReportID: 15157 Process Instance: 19874 H ]

Name: BINCSTS Process Type: SR Report

Run Status: Success

Invoice Status Change

Distribution Details

Distribution Node: PSUNIX Expiration Date:
HName File Size (bytes)  Datetime Created
SQR BIVCSTS 19874.10q 1,587 05/22/2013 2:18:31.923972PM EDT
biivests 19874 PDF 5108 05/22/2013 2:18:31.923972PM EDT
biivcsts 19874 out 0 05/22/2013 2:18:31.923972PM EDT
Distribution ID Type “Distribution ID
User andrew.somers
| Retun
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Step Action

21. On the View Log/Trace page, click the biivests_19874.PDF link to review the
report.
|piivests 19874.PDF|

Step Action

22. The Invoice Status Change Report displays in a new window.

Verify that the status of the changes made reads " Ready".

23. You have successfully completedthe Changing the Status of Bills topic.

You have learned to:

- change the Bill Status

- generate an Invoice Status Change report for review
End of Procedure.

3.1.6 Running the Single Action Inwice Process

All revenue transactionsmust be finalized through the Single Action Invoice jobin order to
update the status of each invoice and make the accounting entrieseligible for postingto the
General Ledger. Instead of running key Billing processes separately, the Single Action Invoice
job allows youtorun these processes in an automatedsequence after initiatingthe job. The
following processes are included in the Single Action Invoice job:
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1. Theinitial process, Finalization, creates the invoice and PDF file for printing
2. Thenext processcreates the accounting lines for the Revenue distribution.

When the Single Action Invoice process completes, there are reports generated that list the
amount of each invoice that was a part of the batch. Also, the "Load GL Accounting Entries”
report is available for review in the process monitor.

NOTE: Bills must have a status of "RDY" (Ready to Invoice) before the Single Action Invoice
process is run.

In this topic, youwill use the Single Action Invoice pages to run the Single Action Invoice
process.

After completingthis topic, youwill learn howto:

e Run theSingle Action Invoice process
e View a hill status changed from 'RDY" (ready) to 'INV' (invoiced)

Procedure

In this topic, youwill learn how to execute the single action invoice process.

Step Action

1. Begin by navigating to the Single Action Invoice page.

Click the Main Menu button.
|rv1a in f1e nu

2. Click the Menu notsorted button.

El
3. Click the Billing menu.

| &1 Biling ]
4, Click the Generate Invoices menu.

| [ Generate Invoices 4 |
5. Click the Non-Consolidated menu.

| (3 MNon-Consolidated >|
6. Click the Single Action Invoice menu.

| |=| Single Action Invoice |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

Single Action Invoice

Enter any information you have and click Search. Leave fields blank for a list of all values.
3 SN Add a New Value

Run Control ID: beginswith ~ |

[Icase Sensitive

Search Clear  |Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

0 New Window 2 Help &, hitp

Step Action

7. The Single Action Invoice search page displays.

Click the Search button.

NOTE: Click the Add a New Value tabif thereisn't an existing value available.
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Home | Workist | MultiChannel Console
Favorites © Main Menu » Bilng » Generate Invoices > Non-Consoidated > Single Action Invoice

Addto Favorites | Sign out

Eew Window 2 Help B, http

Single Action Invoice

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Run Control ID: begins with ~ |

[case Sensitive

Search Clear  |Basic Search [g] Save Search Criteria

Search Results

View All First [4] 1-2of2 [3] Last
R_un Control ID Language Code
BEBIH English

PSBIP 1000000050 Endlish

PSKE Endlish

Find an Existing Value | Add a New Valug

Step Action

8. Click the PSKF link.
PSKF

OIACLE

| wWorkist | MufiChannel Console |  Addto Favorites |  Sign out
Favorites : Main Menu > Bilng » Generate Invoices > Non-Consoldated > Single Action Invoice

ENewWindow ? Help [ Personalize Page 1B hitp

Single Action Invoice  [@RTEOFIELES
Run Control ID: PSKF Report Manager Process Monitor i
Language:  English - Recipient's
Selection Parameters Find | View Al First K1 4 or 4 O Last
Seq Nbr: 1 HE
Invoice Date Option

Processing Date
User Defined

Posting Action

Business Unit: Q
From Invoice:
To Invoice:

Date Bill Added
Range ID
Public Voucher Number

B save | L\ Retumnto Search | [+ PreviousinList | |45 lexiinList | |[=] Netify B Add {ipdate/D

Single Action Invoice | Print Options
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Step Action

9. The Single Action Invoice page displays.

Click the Bill Source option.

(1 Bill Source

10. Click the Batch Standard option.
() Batch Standardl

11. Click the Processing Date option if it isnot already selected.

@ Processing Date
12. Enter the desired information into the Business Unitfield. Enter "jud53".
13. Enter the desired information into the Source field. Enter "REGISTER".
14. C.Iick the Bills To Be Processed button.

Bi

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

@ New Window ? Help [& Personalize Page

Saved |

Bills To Be Processed

||
BIUnit Invoice Status  Customer Inv Layout Layout Type Bill To Media

JUD53 1000000134 ROY 1000000024  XMLPUB X Print Copy

Return

Step Action

15. The Billsto be Processed page displays.
Verify that the Statusreads RDY.

Click the Return button.
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Run Control ID: PSKF

ReportManager Process Monitor R
Lanquage:  English | @ Specified © Recipient's

Selection Parameters Find | View All_ First K1 4 or 4 O Last
seq Nbr: 1

Invoice Date Option
@ Processing Date

HE

© User Defined

Posting Action
© Do Not Post @ Batch Standard

Business Unit:
© Invoice ID

Jups3 q
Source: LOCAL_REVQ
CustiD
Bill Type

@) Bill Source
© Public Voucher Number

B save | L\ Retumnto Search | [+ PreviousinList | |45 liexiinList | |[=] Netify

B Add lipdate/Dispiay,
Single Action Invoice | Print Options

Enew Window ? Help [ Personalize Page B, hitp

Circuit Court

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites : Main Menu » Bilng » Generate Invoices > Non-Consoidated > Single Action Invoice

Action

16.

The Single Action Invoice page displays.

Click the Run button.
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Process Scheduler Request

User ID: kenvp1

Server Name: I ~

o

QQGEARS

General Enterprise And Resource Support

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

Run Control ID: PSKF

Run Date:[04/03/2013 El

ENewWindow ? Help [ Personalize Page &) hitp

Recurrence: - Run Time:[141:67F | Resetto Current Date/Time
Timezone:| |Q
[
Select Description Process Name Process Type “Type “Format Distribution
[ AOC Invoicing - GRANTS ONLY AOC_GMBI PSJob (None) + (None) -+ Distribution
= AQC Circuit & District Courts AOC_MAIN PSJob (None) ~ (None) | Distribution
[F]  Pre-process & Finalization BIVC000 Application Engine  Web  «» TXT ~ | Distribution

OK | Cancel |

Step

Action

17.

The Process Scheduler Request page displays.

O

lick the Select optionfor AOC Circuit & District Courts.

18.

Click the OKbutton.

OK
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QRACLE

| Workist | MuliiChannel Console | Add to Favorites

Favorites © Main Menu > Biling > Generate Invoices > Non-Consoidated > Single Action Invoice

Single Action Invoice Print Options

Run Control ID: PSKF Report Manager Process Monitor

@I NewWindow ? Help [ Personalize Page

Language:  English =~ Process Instance:18207

Selection Parameters Find | View All_ First K1 4 or4 O Last
seq Nor: 1 =
Invoice Dale Option

Processing Date

© User Defined
Posting Action

Batch Standard

Range Selection
Business Unit: Jubs3 @
Source: LOCAL_REVQ@,

|B save | [\ Returnto Search | [+E] PreviousinList | 45 textiniist | | Notify |

Y Add | |- Upda

Single Action Invoice | Print Options

Sign out

Saved

Step

Action

19.

The Single Action Invoice page displays.

Click the Process Monitor link.

Process Monitor

| Workist | MuliChannel Console |  Add to Favorites

Favorites © Main Menu > Biling > Generate Invoices > Non-Consoidated > Single Action Invoice

I New Window ? Help [& Personalize Page

Actions
User ID[ken.vp1 Q. Type - Last - [ 1 Days ~  Refresh
Server ~  MName | Q Instance | to |

ken.vpl
Run Status A Distribution Status - Save On Refresh

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status
[ |1s207 2 AOC MAIN  kenvpi 04/03/2013 1:41:57PM EDT Queued NIA Details
] |18208 SR Report BIVCSTS kenvpl 0410312013 1:38:48PM EDT Success Posted  Details
] |18208 Application Engine BIF0001 kenvp! 0410312013 1:32:15PM EDT Success Posted  Defails
[ |18204 Application Engine ADC_DIS_INTF kenvp1 04/03/2013 1:20:50PW EDT Suceess Posted  Defails
[ |18194 PSJob ARUPDATE  kenvp! 04/03/2013 11:36:304M EDT Success Posted  Details
18187 PSJob ARUPDATE  kenvp! 0410312013 11:24:19AM EDT Success Posted  Defails
O |76 2 AOC MAIN  kenvpd 04/03/2013 11:17:01AM EDT Suceess Posted  Defails
[ |18165 PSJob ARUPDATE  kenvpl 04/03/2013 10:59:48AM EDT Success Posted  Details
O |1e158 PSJob ARUPDATE  kenvp! 041032013 10:52:47AM EDT Success Posted  Defails
[ |18146 Pslob AOC MAIN  kenvpd |04/03/2013 10:49:12A1 EDT Suceess Posted  Defails

Go back to Single Action Invoice
|2 save | =) Notify |

Process List | Server List

Sign out

=)

hitp
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Step Action

20. The Process List page displays.

Click the Refresh button.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites  Main Menu > Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice
) New Window ? Help [& Personalize Page 5, hiip
w Server List
Actions
User ID[kenvpl Q. Type - Last - 1 Days ~  ["Refresi ¢
Server -~ Wame[ @ mstance | |t [ |
Run Status - Distribution Status v Save On Refresh
Process List Personalize | Find | View 41| EL First 1 440 of 40 1 [5st
Select Instance Seq. Process Type Process Hame User  Run DatelTime Run Status zi;:::““o" Details
18207 PSlJob AOC MAIN  kenvpl 04/03/2013 1:41:57PM EDT Success Posted  Details
18206 SR Report BIVCSTS Kenupl 04103/2013 1:38:48PW EDT Success Posted  Details
18205 Application Engine BIF0001 kenvpl 04103/2013 1:32:15PM EDT Success Posted  Details
18204 Application Engine AOC_DIS_INTF kenvpi 04103/2013 1:29:50PM EDT Success Posted  Details
18194 PSJob ARUPDATE  kenvp! 04/03:201311:36:30AMEDT Success Posted  Details
18187 PSlob ARUPDATE  kenvp! 04103:201311:2419AMEDT  Success Posted  Details
18176 PSlob AOC MAIN  kenvpi 04103:201311:1701AMEDT  Success Posted  Details
18165 PSJob ARUPDATE  kenvp! 04/03/2013 10:59:4BAMEDT  Success Posted  Details
18158 PSlob ARUPDATE  kenvp! 0410312013 10:5247AMEDT  Success Posted  Details
18146 PSlob AOC MAIN  kenvpl 04103/201310:49:12AMEDT  Success Posted  Details
Go back to Single Action Invoice
B save | | Notify
Process List| Server List
‘ i v

Step Action

21. Verify that the Run Statuschangedto Success andthe Distribution Status
changed to Posted.

22. Verify that your invoices ran without errors.

Click the AOC_MAIN link.
AOC MAIM
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QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu > Biling > Generate Invoices > Non-Consolidated > Single Action Invoice

Process Detail

Process Name: AQC_MAIN i Refresh
Main Job Instance: 13476
Left | Right

B 13476 - A0C WAIN Processing
2 13477 - BINC000 Success
& 1347881 WGEXT Success
% 13484 - BIXPI00 Success
2 13479 - BICURCNY Success
& 13430 - BIPRELD Pending
2 13481-BILDGLO1 Penaing
& 13482 FS BF Pending
& 13483-BILDARO1 Pending

Return

FNew Window [ Personalize Page B, http

Step

Action

23.

The Process Detail page displays.

Click the 13477 - BIIVVCO000 Success link.
[13477 - BINCO00 Success|

24.

Click the Message Log link.
Message Lot
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%I GEARS

{} General Enterprise And Resource Support

== | | MuliiChannel | ites | i
Fa\'n_ntes Ma\nvMenu > B\\Iing > Genemtg[n\'m(es > Nnannnvsn\idated > Single Action In\'ni( — - et e Lo
0 New Window [ Personalize Page &, htip
Log
Instance: 13477 Type: Application Engine
Name: BIIVC000 Description: Pre-process & Finalization
o (8|3 rsors
Severity Log Time Message Text Explain
10 319:52P1 0 bill(s) were selectsd for processing {'Expiain”
10 319:52PM 0 bill(s) were found to contain error(s) Explain
10 319:52PM 0 bill(s) were processed successfully Explain
e e v [
T il:]cﬂc;fﬂsrgxljlly posted generated files to the report Explain
Return
Step Action
25. The Message Log displays.
Confirm that the Bill Headers and Lines did not run into errors.
26. You have successfully completedthe Run the Single Action Invoice Process topic.
You have learned to:
- execute the single action invoice process
End of Procedure.

3.2 Processing BUS Exceptions
Processing BUS Exceptions - There may be circumstances where atransaction will not

successfully load into GEARS. For example, if a new account code is setup on a register, the
corresponding Charge Code was not setup in GEARS, and the mapping was not added to the
BUS interface, therefore the invoice and deposit will not be created in GEARS. Inthese
circumstances, it is necessary to enter the invoice and payment manually in GEARS.

In this section you will use pages in the Billing modules in GEARS to create and process manual

invoices.

After completingthis section, you will be able to:

e Enterthelnvoice
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3.2.1 Entering the Inwoice
The first step in Bus Exception Processing is to manually enter an invoice in GEARS. After

enteringthe bill, you can rerun the FAR to verify revenue allocation for transactionsentered
online as well as those interfaced from the BUS.
In this topic, youwill use the Bill Entry pages in GEARS to manually create an invoice.

After completingthis topic, youwill learn howto:

e Create a manual invoice

Procedure

Inthis topic, youwill use the Bill Entry pages in GEARS to manually create an invoice.

Step Action

1. Begin by navigating to the Bill Entry page.

Click the Main Menu button.

2. Click the Menu sort button.
=]
3. Click the Billing menu.
| 3 Biling »
4, Click the Maintain Bills menuitem.
[ Maintain Bills k
5. Click the Standard Billing menu.

| |=| Standard Biling
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QlRACLE

iC%a:}GEARs

General Enterprise And Resource Support

Favortes = Main Menu » Biing > Maintain Bils > Standard Biling

Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

EUGEURSTE G VETERN © Add a New Value |

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Enew Window 2 Help . http

- Search Criteria

= T

Business Unit:

Invoice: egins with a
Bill Status: - -
Contract: egins with

Bills in Business Unit:

- —

b
Customer: beging with ~ Q
b

Template Invoice Flag:

[Icase Sensitive

Search Clear  |Basic Search [g) Save Search Criteria

Find an Existing Value | Add a New Value

javasc tion_win0{doc

“#CSwitchMade); |

Step Action

6. The Bill Entry search page displays.

Click the Add a New Value tab.
|AddaNewVNue

Favorites - Main Menu » Biing > Maintain Bils > Standard Biling
Bill Entry

Find an Existing Value _ aNew Value

IRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Enew Window 2 Help . http

Business Unit: Q

Invoice: ’NEXTi
Bill Type Identifier| @

8ill Source: e

Customer: ’7 Qa
invoice Date: | |&

Accounting Date: 5

Add

Find an Existing Value | Add a New Value
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Step Action

7. Enter the desired information into the Business Unitfield. For thisexample,
enter "JUD53".

8. Enter the desired information into the Bill Type Identifier field. For this example,
enter "BUS".

9. Enter the desired information into the Bill Source field. For thisexample,
enter "REGISTER".

10. Enter the desired information into the Customer field. For thisexample,
enter "JUD53".

11. Enter the desired information into the Invoice Date field. For thisexample,
enter " T".

Note: The invoice date should be the same as the Z-Date.

12. Enter the desired information into the Accounting Date field. Enter "T".

Note: The Accounting Date should be the same as the Invoice Date.

13. Click the Add button.
Add

LIRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out

Favorites : Main Menu > Biling > Maintain Bils > Standard Biling
0 New Window ? Help [& Personalize Page &, hlp
\( Line-Info 1
e

unit: JUDS3  Invoice: NEXT Pretax Amt: 0.00 USD “F

Status: NEW Q. Invoice Date: 04/03/2013 B cyclein: Q

“Type: Lc @ source: REGISTER Q  “Frequency: Once B ®
“*Customer: JuD53 @ subCustt: SubCust2:

Baltimors County_District Cour

“Invoice Form: NO_PRINT @ From Date: El 1o pate: 5

Accounting Date: 0410312013 B payTerms: [MMED A pay Methoa: Check hd
Remit To: BOA @ Bank Account: 53 Q

sales: 53001 @ Bill inquiry Phone: Q

Credit: DEFAULT @ coliector: [DEFAULT Q

Biller: DEFAULT Q. Billing Authority: Q

Goto Header Info 2 Address Copy Address

Motes Express Entry

Summary Bill Search Line Search Navigation: Header-Info 1 v |[Prev  Med

& save [=] notfy L Refresh Es Add Update/Dispiay
Header-Info 1 | Line - Info 1

javascript submitAction_win0(document.wind, #ICPancll3 ); | - .
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Step Action

14. The Bill Entry Header - Info 1 page displays.

Click the Line - Info 1 tab.

Ling-Info 1

QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favortes = Main Menu » Biling > Maintain Bils > Standard Bilng
& New Window 2 Help [& Personalize Page ) hilp

Header-Info 1
Unit: Jups3 Bill To: Jups3 Pretax Amt: 0.00 USD =
Invoice: NEXT Baltimore County District Court @ & Max Rows: 5 B E

Find | Vie T’ '

|dentifier Look Up Date: 0403/2013 5] =

Seq: 1 Line: Net Extended: 0.00

Table: Q  |dentifier: @ pescription:

Quantity: From Date: &

Unit of Measure: Q To Date: B

Unit Price: 0.0000 Line Type: REV Q  [¥Accumulate

Gross Extended: 0.00 Tax Code: @ [Tax Exempt

Exempt Cert: Q

Less Discount: 000 Xempree

Plus Surcharge: 0.00

Net Extended: 0.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 0.00

Goto Ling Info 2 Tax Accounting Di

Motes Express Entry

Summary Bill Search Line Search Navigation: Line -Infe 1 ~ | Prev Mext

& save [=] notfy L Refresn Es Add Update/Dispiay
Header- Infa 1| Line - Info 1

Step Action

15. The Bill Entry Line - Info 1 page displays.

Enter the desired information into the Table field. Enter "ID".

16. ck the Look up Identifier (Alt+5) button to select a Charge Code.
o)

17. Click the RCS-362 link.

RC5-362

18. Enter the desired information into the Gross Extended field. For this example,
enter "200".

19. Click the Save button.
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Step Action

20. For BUS-related invoice entries, for every positive amount you enter, you must
counteract it with a negative. You will nowadd a row to enter your negative
amount. In this case, $-200.

lick the Add a new row at row 1 button.

[+]

21. Click the Look up Table button.

(2]

22. Click the ID link.

23. Click the Look up Line Type button.

24. Click the MISC link.
|5

25. Enter the desired information into the Gross Extended field. Enter "*-200".

26. Enter the desired information into the Identifier field. Enter "BUS_PAYMENT".

27. Click the Accounting link.

pccounting

Favorites - Main Menu > Biling > Maintain Bils > Standard Biling

ENewwindow 2 Help [& Personalize Page B http
Heager-info 1 Line - info 1 [(ECEERGERVETETTNNY

Unit: JuDs3 Bill To: JuDs3 Pretax Amt: 0.00 USD 55
Invoice: 10000000133 Baltimore County Distriet Gourt (2] & max Rows: 5 B =
Find | view a1 First Kl 2072 1o
Seq 2 Line: Net Extended: -200.00
Identifier: Description:

Bl Creates GL Acet Entries

B Distribution - Revenue
M Reference Informstion

Batch Approp

Code Agy PCA Fund Account Program . APpropVr Percentage Amount Budget
= Q Q Q Q Q Q Q Q | [ 0.00
< m ] ’
Percent: 000 Amount: 0.00 Gross Extended: -200.00
Goto Line Info 2 Tax Accounting DiscounySurcharee
botes Exoress Enty | Page Series ____|
Summary Bill Search Line Search Navigation: Accty - Rev Distribution v | Prey Mext
&) save [Z] motity 7L Refresh Er Add Uptiate Display

Header-Info 1 | Line - Inf0 1 | Accty - Rev Distribution
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Step Action

28. The Acctg - Rev Distribution tabdisplays. Notice you are still viewing the second
line item that youadded. Entering inthe code BUS_PAYMENT will then autofill
the remaining fields on the line.

NOTE: ThePretax Amt is currently $0.00

Enter the desired information into the Code field. Enter "BUS_PAYMENT".

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes - Main Menu » Biing > Maintgin Bils > Standard Biling
ENewWindow ? Help [& Personalize Page &, http

Header - Info 1 Line -Info 1 Acclg - Rev Distribution

Unit: Jups3 Bill To: Jups3 Pretax Ami: 0.00 USD S
Inveice: 1000000133 Baltimore County District Court [Z] (]  max Rows: 5 B &
Bill Line Find | view a1l First Kl 4004 I Last
Seq: 1 Line: Het Extended: 200.00
Identifier: RCS-362 Description: Licenses - Special Retail Ciga

Bl Creates GL Acct Enfries.

PEENIE LM Reference Information

Personalize | Find | View A1 BV | 3 Fist KL qara O Loct

Batch Approp

Code Agy PCA Fund  Account program \PRUP  Appropvr  Percentage Amount Budget

[E[aus_PavmeEq [c53]@ [53010@ [ooo1ay [5466 |Q 5301 |Q [A5300@ [av2013@ | 100.00) | 200.00
< I '
Percent: 100.00  Amount: 200.00 Gross Extended: 200.00

Goto Line Info 2 Tax Di
Histes Exnress Eny
‘Summary Bill Search Line Search Navigation: Acctg - Rev Distribution v [Prev  pex
& save [=] notfy L Refresh v Add Update/Dispiay

Header - Info 1 | Line - Info 1| Acctg - Rev Distribution

Step Action

29. Verify that everythingwas added correctly.

Click the Header - Info 1 tab.
|ﬂeader- Info 1
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Header-Info 1 | Line - Info 1

| Workist | MutiiChannel Consol Add to Favorites | Sign out
Favorites : Main Menu » Biing > Maintain Bils > Standard Biling
Enew Window 2 Help [ Personalize Page B, hitp
eader-Info 1 @A TRATER]
Unit: JuDs3 Invoice: 1000000133 Pretax Amt: 20000 USD
Status: RDY @ Invoice Date: 0410312013 B cyclein:
“Type: [RDYReadylo lnvoice ¢+ REGISTER Q  “Frequency:
“Customer: Jups3 & subCustt: | SubCust2:
“Invoice Form: NO_PRINT @ From Date: El 1o pate:
Accounting Date: 0410312013 Bl pay Terms: IMMED A pay Methoa: Check hd
Remit To: BOA Q@ Bank Account 53 Q
sales: 53001 Q@ gill nquiry Phone: Q
Credit: DEFAULT @ coliector: [DEFAULT Q
Biller: DEFAULT Q. Billing Authority: Q
Goto Header Info 2 Address Copy Address
Motes Express Entry L
Summary Bill Search Line Search Navigation: Header-nfo 1 v [Prev  Mexd
& save [=] wWotify L Refresh Add Update/Dispiay

i

Step

Action

30.

Enter the desired information into the Status field. Enter "RDY™".

| Workist | MutiiChannel Consol Add to Favorites Sign out
Favorites : Main Menu » Biling > Maintain Bils > Standard Bilng
Enew Window 2 Help [ Personalize Page B, hitp
[EXEELTRIN Line - info 1
Unit: JuDs3 Invoice: 1000000133 Pretax Amt: 20000 USD
Status: RDY @ Invoice Date: 0410312013 B cyclein:
“Type: [RDYReadylo lnvoice ¢+ REGISTER Q  “Frequency:
*Customer: JuD53 @ subCustt: 1] SubCust2:
“Invoice Form: NO_PRINT @ From Date: El 1o pate:
Accounting Date: 0410312013 Bl pay Terms: MMED A pay Methoa: Check hd
Remit To: BOA Q@ Bank Account 53 Q
sales: 53001 Q@ gill nquiry Phone: Q
Credit: DEFAULT @ coliector: [DEFAULT Q
Biller: DEFAULT Q. Billing Authority: Q
Goto Header Info 2 Address Copy Address
Motes Express Entry
Summary Bill Search Line Search Navigation: Header-nfo 1 v [Prev  Mexd
& save [=] wWotify L Refresh Add Update/Dispiay
Header-Info 1 | Line - Info 1
[l i, b
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Step Action

31. Click the Save button.

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites  Main Menu > Bling > Maintain Bls > Standard Biing
& New Window 2 Help [& Personalize Page B hitp
) Line -Info 1
[
Unit: JuDs3 Invoice: 1000000133 Pretax Amt: 20000 UsD ~
Status: RDY @ Invoice Date: 0410312013 B cyclein: Q
ype: ROYReadytolnvoice| . REGISTER Q “Frequency: Once - [=]
“*Customer: HUD53 & subCustt: SubCust2:
Baltimore County District Court
“Invoice Form: NO_PRINT @ From Date: El 1o pate: B ~
Accounting Date: 041032013 Bl payTerms: IMMED A pay Methoa: Check hd
Remit To: BOA Q. gank Account: 52 Q
sales: 53001 @ Bill inquiry Phone: Q
Credit: DEFAULT A coliector: [DEFAULT Q
Biller: DEFAULT Q. Billing Authority: Q
Goto HeaderInfo 2 Address Copy Address
Motes Express Entry
Summary Bill Search Line Search Navigation: Header - Info 1 v |Prev  Med
Bk Add Update/Dispiay
5
Step Action
32. You have successfully completedthe Entering the Invoice topic.
You have learned to:
- manually create an invoice in GEARS
End of Procedure.

3.2.2 Running the Single Action Invoice Process

All revenue transactionsmust be finalized through the Single Action Invoice jobin order to
update the status of each invoice and make the accounting entrieseligible for postingtothe
General Ledger. Instead of running key Billing processes separately, the Single Action Invoice
joballows youtorun these processes in an automated sequence after initiatingthe job. The
following processes are included in the Single Action Invoice job:

1. Theinitial process, Finalization, creates the invoice and PDF file for printing
2. Thenext processcreates the accounting lines for the Revenue distribution.

When the Single Action Invoice process completes, there are reports generated that lists the
amount of each invoice that was a part of the batch. Also, the "Load GL Accounting Entries"

report is available for review in the process monitor.
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NOTE: Bills must have a status of "RDY" (Ready to Invoice) before the Single Action Invoice
process is run.

In this topic, youwill use the Single Action Invoice pages to run the Single Action Invoice
process.

After completingthis topic, youwill learn howto:

e Run the Single Action Invoice process
e View a hill status changed from 'RDY" (ready) to 'INV' (invoiced)

Procedure

In this topic, youwill learn how to execute single action invoice process.

Step Action

1. Begin by navigating to the Single Action Invoice page.

Click the Main Menu button.

2. Click the Sort Menu button.

=]
3. Click the Billing menu.

| 3 Biling |
4. Click the Generate Invoices menu.

| (1 Generate Invoices 4 |
5. Click the Non-Consolidated menu.

| (3 Mon-Consolidated >|
6. Click the Single Action Invoice menu.

| |=| Single Action Invoice |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

Single Action Invoice

Enter any information you have and click Search. Leave fields blank for a list of all values.
3 SN Add a New Value

Run Control ID: beginswith ~ |

[Icase Sensitive

Search Clear  |Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

0 New Window 2 Help &, hitp

Step Action

7. The Single Action Invoice search page displays.

Click the Search button.

NOTE: Click the Add a New Value tabif thereisn't an existing value available.
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QlRACLE

Home | Workist | MultiChannel Console
Favorites © Main Menu » Bilng » Generate Invoices > Non-Consoidated > Single Action Invoice

Addto Favorites | Sign out

Eew Window 2 Help B, http

Single Action Invoice

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Run Control ID: begins with ~ |

[case Sensitive

Search Clear  |Basic Search [g] Save Search Criteria

Search Results

View All First [4] 1-2of2 [3] Last
R_un Control ID Language Code
BEBIH English

PSBIP 1000000050 Endlish

PSKE Endlish

Find an Existing Value | Add a New Valug

Step Action

8. Click the PSKF link.
PSKF

OIACLE

| wWorkist | MufiChannel Console |  Addto Favorites |  Sign out
Favorites : Main Menu > Bilng » Generate Invoices > Non-Consoldated > Single Action Invoice

ENewWindow ? Help [ Personalize Page 1B hitp

Single Action Invoice  [@RTEOFIELES
Run Control ID: PSKF Report Manager Process Monitor i
Language:  English - Recipient's
Selection Parameters Find | View Al First K1 4 or 4 O Last
Seq Nbr: 1 HE
Invoice Date Option

Processing Date
User Defined

Posting Action

Business Unit: Q
From Invoice:
To Invoice:

Date Bill Added
Range ID
Public Voucher Number

B save | L\ Retumnto Search | [+ PreviousinList | |45 lexiinList | |[=] Netify B Add {ipdate/D

Single Action Invoice | Print Options
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Step Action

9. The Single Action Invoice page displays.

Click the Bill Source option.

(1 Bill Source

10. Click the Batch Standard option.
() Batch Standardl

11. Click the Processing Date option if it is not already selected.

@ Processing Date
12. Enter the desired information into the Business Unitfield. Enter "jud53".
13. Enter the desired information into the Bill Source field. Enter "REGISTER".
14. C.Iick the Bills To Be Processed button.

Bi

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

@ New Window ? Help [& Personalize Page

Saved |

Bills To Be Processed

||
BIUnit Invoice Status  Customer Inv Layout Layout Type Bill To Media

JUD53 1000000134 ROY 1000000024  XMLPUB X Print Copy

Return

Step Action

15. The Billsto be Processed page displays.
Verify that the Statusreads RDY.

Click the Return button.

Page 114



{*‘:’;g;sGEARs

General Enterprise And Resource Support

Training Guide
AR220 - Managing Customer Billing,
Receivables and Customer Payments -

Circuit Court

Step

Action

16.

The Single Action Invoice page displays.

Click the Run button.

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favn_ntes:Ma\nernu > B\\Ilng > Genemtg[nvm(es > Nnn—Cnnvsn\idated > Single Action Invoice
& New Window ? Help [& Personalize Page &, hilp
Process Scheduler Request
User ID: kenvpi Run Control ID: PSKF
server Name: [N ~ Run Date: [04/03/2013 [
Recurrence: - Run Time: |1:41:57PM Resetto Current Date/Time
Time Zone: Q
;
Select Description Process Name Process Type Type *Format Distribution
[ AOC Invoicing - GRANTS ONLY AOC_GMBI PSJob (None) + (None) + Distribution
= AOC Circuit & District Courts AOC_MAIN PSJob (None) ~ (None) | Distribution
[F]  Pre-process & Finalization BIVCO0D Application Engine  Web - TXT ~ | Distribution
oK Cancel
Step Action
17. The Process Scheduler Request page displays.
Click the Select optionfor AOC Circuit & District Courts.
18. Click the O Kbutton.
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QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

Single Action Invoice Print Options

@I New Window ? Help [& Personalize Page

Saved I

Run Control ID: PSKF ReportManager Process Monitor
) Specified

Language:  English  ~
Selection Parameters

Process Instance:18207

Seq Nbr: 1

Invoice Date Option

Business Unit: Jubs3 @
mvarce 0 Source: LOCAL_REVQ@,

CustiD
Bill Type
Bill Source

Number

|B save | |\ Retunto Search | [+ PreviousinList | <3 lextiiniist | | Wotify |

o

Single Action Invoice | Print Options

Step Action

19. The Single Action Invoice page displays.

Click the Process Monitor link.

Process Maonitar

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

FMew Window ? Help [& Personalize Page B hiip

Actions
User In|kenvp1 Q.  Type - Last - [ 1 Days ~  Refresh |
Server m: Name [ @ Instance w
Run Status - Distribution Status v ‘Save On Refresh

Select Instance Seq. Process Type Process Hame User Run Date/Time. Run Status W

[ |18207 2 AOC MAIN  kenvpi 04/03/2013 1:41:57PM EDT Queued NIA Details
] |18206 SQR Report BIVCSTS kenvpl |04/03/2013 1:38:48PM EDT Success Posted  Details
[ |18208 Application Engine BIF0001 kenvp! 04/03/2013 1:32:15PM EDT Success Posted  Defails
[ |18204 Application Engine ADC_DIS_INTF kenuvp1 04i03/2013 1:20:50PW EDT Suceess Posted  Defails
[ |18194 PSJob ARUPDATE  kenvp! 04/03/2013 11:36:304M EDT Success Posted  Details
O |18187 PSJob ARUPDATE  kenvp! 04/03/2013 11:24:19AM EDT Success Posted  Defails
O |18176 2 AOC MAIN  kenvpd 04/03/2013 11:17:01AM EDT Suceess Posted  Defails
] |18185 PSJob ARUPDATE  kenvp! |04/03/2013 10:59:48AM EDT Success Posted  Details
] |18158 PSJob ARUPDATE  kenvp! 04/03/2013 10:52:47AM EDT Success Posted  Defails
[ |18148 Pslob AOC MAIN  kenvpl |04/03/2013 10:49:12AM EDT Suceess Posted  Defails

Go back to Single Action Invoice
|2 save | |E) hotify |

Process List | Server List
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Step

Action

20.

TheProcess List page displays.

Click the Refresh button.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites : Main Menu » Bilng » Generate Invoices > Non-Consoidated > Single Action Invoice

I New Window ? Help [& Personalize Page |2, hiip

Actions
User ID[kenyvp1 Q  Type - Last - 1 Days - [REfesR
Server ~  HName | Q@ Instance | to |
Run Status - Distribution Status - Save On Refresh
Process List Personalize | Find | View 41| First K1 440 of 10 I (55t
Select Instance Seq. Process Type Process Hame User  Run DateTime Run Status zi;:::““o" Details
18207 PSlob ADC MAIN  kenvpl 04/03/2013 1:41:57PW EDT Suceess Posted  Defails
18206 SR Report BIVCSTS kenvpl 0410312013 1:38:48PM EDT Success Posted  Details
18205 Application Engine BIF0001 kenvp! 0410312013 1:32:15PM EDT Success Posted  Defails
18204 Application Engine AOC_DIS_INTF kenvpd 04/03/2013 1:29:50PM EDT Suceess Posted  Defails
18194 PSJob ARUPDATE  kenvp! 04/03/2013 11:36:304M EDT Success Posted  Details
18187 PSJob ARUPDATE  kenvp! 0410312013 11:24:19AM EDT Success Posted  Defails
18178 PSJob AOC WMAIN  kenvpi 040312013 11:17:01AM EDT Suceess Posted  Defails
18165 PSJob ARUPDATE  kenvpl 04/03/2013 10:59:48AM EDT Success Posted  Details
18158 PSJob ARUPDATE  kenvp! 041032013 10:52:47AM EDT Success Posted  Defails
18145 PSlob AOC MAIN  kenvpi 04/03/2013 10:49:12AM EDT Suceess Posted  Defails

Go back to Single Action Invoice
B save | ) Notify

Process List | Server List

Step

Action

21.

Verify that the Run Statuschangedto Success andthe Distribution Status

changed to Posted.

22.

Verify that your invoices ran without errors.

Click the AOC_MAIN link.
AOC MAIM
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

Process Detail

Process Name: AOC_MAIN i Refresh

Main Job Instance: 13476
Left | Right

% 13476-A0C WAIN Processing
2 13477 -BIVC000 Success
& 134788l WGEXT Success
% 13484 - BIXPI00 Success
2 13479 -BICURCNV Success
& 13480-BIPRELD Pending
2 13481-BILDGLO1 Pending
& 13482 FS BF Pending
& 13483-BILDARO1 Pending

Return

S New Window [ Personalize Page B, http

Step Action

23. The Process Detail page displays.

Click the 13477 - BIIVVCO000 Success link.
(13477 - BIVCO00 Success|

24, Click the Message Log link.
Message Lo
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Log
Instance: 13477 Type: Application Engine
Name: BIVCO00 Description: Pre-process & Finalization
.
| | # st Kl 15 ors 1
Severity Log Time Message Text Explain
10 3:19:52P1 0 bill(s) were selectsd for processing {'Expiain”
10 319:52PM 0 bill(s) were found to contain error(s). Explain
10 319:52PM 0 bill(s) were processed successiully Explain
Published message with ID 91c32a9a-0r5¢-1162-8600- .
320.04PM 8afd45e4ffs to create entry in folder GENERAL. —
Successfully posted generated files o the report
3:2004PH repository Explain
Return

Training Guide
AR220 - Managing Customer Billing,

Receivables and Customer Payments -

Circuit Court

Home | Workist | MulliChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Bilng » Generate Invoices > Non-Consoidated > Single Action Invoice

0 New Window & Personalize Page 1B http

Step Action

25. The Message Log displays.

Confirm that the Bill Headers and Lines did not run into errors.

You have learned to:
- execute the single action invoice process
End of Procedure.

26. You have successfully completedthe Run the Single Action Invoice Process topic.

Lesson 4: Processing Bad Checks

Lesson Overview

Bad Checks are considered an adjustment and are not included in the cash register interface

(BUS). Thetransactionsrelated to bad checks are entered manually in GEARS Billing.

Lesson Objectives
After completingthis lesson, you will be familiar with:

e Billing a Customer for bad check charges
e Billing a Customer for bad checks (case related)
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4.1 Billing a Customer for Bad Check Charges (Non-Case Related)

In this section, you will use several pages within in GEARS Billing module to manually enter
non-case related bad check transactions.

After completingthis section, you will be able to:

e ldentify the Original Bill

e Create a Customer

e Credit and Rebill the Original Invoice
e Update rebilling the invoice

e Unpost the payment for the original bill
e Cancel theinvoice

4.1.1 Identifying the Original Bill

Thefirst step in processing bad checks is to identify the original bill. If the original bill or
invoice is not known, then the research can be done with a query. If you have the Receipt Number
(which is stored in the Contract Number field), the query will provide you with the associated
Invoice Number so you can credit it.

In this topic, youwill use the Query View pagesin GEARS to query and identify the original
bill.

After completingthis topic, youwill learn howto:
e Query and identify the original bill using the Query Viewer
Procedure

Inthis topic, youwill use the Query Viewer pages in GEARS to query and identify the original
bill.

Step Action

1. Begin by navigating to the Query Viewer page.
Click the Main Menu button.

2. Click the Sort Menu button.
EN

3. Click the Menu sortedin ascending order. Clickto sortin descending order
button.

4, Click the Reporting Tools menu.
| (3 Reporting Tools r
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Step Action
5. Click the Query menu.
| [J Query >|
6. Click the Query Viewer menu.
| £ query viewer |

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu > Reporting Took > Query > Query Viewer
Query Viewer

Enter any information you have and click Search. Leave fields blankfor a list of all values.

“Search BY [Query Name =l  begins witn

Search Advanced Search

Step Action

7. The Query Viewer search page displays.

Enter the desired information into the Search By Required field. Enter
"AOC_BAD_Check_REC".

8. Click the Search button.
Search
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QlRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu > Reporting Tooks > Query » Query Viewer
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values
“Search By [queryName =] begins witn AOC_BAD_CHECK
..... Search } Advanced Search
Search Results
“Folder View |—All Folders — ~
Personaize | Find | view 21 | B8 | 7 First Kl 1071 O ast
Runto Runto Runto Add to
Query Name Description Owmer Folder WTML Excel XML Schedule B0
ADC_BAD_CHECK Bad Checks by Case# or Ticket Public HIML |Excel XML  Schedule Favorite
0, QRYRUNSD);

Step Action

9. The Query Viewer Search Results displays.

Excel.
HTML

Click the HTML link to view query results online. T he data can also be viewed in
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||
[AOC_BAD_CHECK- Bad Checks by Case# or Ticket
Download resulfs in . Excel Spreadshest CSVTextFile XMLFile (1kb)
View Al First [ 11 of 1 [ Last
[T wme ] invoice [ Bute | Acctg Date [ Lading [ mvamt Date |
[1 [mpsz |oo0o000014 [sups2 [011142013 [1238456 [ 350.000(0114/2013
-]
Step Action

10.

Enter your Receipt Number at the prompt.

Click onthe Excel SpreadSheet link if you wish to view the data in Excel.

=]
[AOC_BAD_CHECK- Bad Checks by Case# or Ticket
Download resulfs in . Excel Spreadshest CSVTextFile XMLFile (1kb)
View Al First [ 11 of 1 [ Last
[T wm ] invoice [ Bute | Acctg Date [ Lading [ mvamt | Date |
[1 [mpsz |oo0o000014 [sups2 [011142013 [1238456 [ 350.000[0114/2013
[ivascript: bSubmit in3, Z1CQryDown... | =
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Step Action

11. Write down or record the Invoice Number.

In this example, the invoice number is 0000000014.

12. You have successfully completedthe Identifying the Original Bill topic.

You have learned to:
- query and identify the original bill
End of Procedure.

4.1.2 Creating a Customer

The next step in the Bad Check process is to manually add the customer in GEARS, if the
customer is not already set up in GEARS.

In this topic, youwill use the Customer General Information pagesin GEARS to create a new
customer ID, if one does not already exist.

After completingthis topic, youwill learn howto:
e Create a new customer and customer 1D
Procedure

In this topic, youwill use the Customer Information - General Information pagesin GEARS
to manually create a customer and customer ID.

Step Action

1. Begin by navigating to the Customer Information - General Information page.

Click the Customerslink.

2. Click the Customer Information link.
[Customer Information|

3. Click the General Information link.

[General Information|
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QRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out

Favorites : Main Menu > Customers > Customer Information > General Information

ENew Window B hitp
General Infermation

Enter any information you have and click Search. Leave fields blank for a list of all values.

I “Add a New Value |

- Search Criteria

SetiD: = - 'SHARE Q

CustomerID: beginswith ~[
Name 1: beginswith ~ [ |
Name2  bpeginswith - |
Telephone:  beginswith + |
City: beginswith ~ [ |
state: peginswith ~|
Postal Code: beginswith +|

[Clinclude History [C] Correct History  [C] Case Sensitive

Search | Clear |Basic Search [F) Save Search Criteria

Find an Existing Value | Add a New Valug

ction_win0(d "#C de’);

®100% -

Step

Action

The Customer Information - General Information search page displays.

field. Enteraportion of the customer's name in the field.

Before

you create a new customer, check to see if the customer already exists in the system.

Under the Find an Existing Value tab, select "contains" under the Name 1 dropdown
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Favorites = Main Menu > Customers > Customer Information > General Information

General Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

EUGEURSTE G VETERS © Add a New Value |

GEARS

General Enterprise And Resource Support

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

ENew Window B hitp

- Search Criteria

SetiD: =~ [sHare @
CustomerID: beginswith ~[ @
Name 1: beginswith ~[ |
Name2  beginswith - | |
Telephone: beginswith + | |
City: beginswith ~[ |
state: beginswitn ~| |
Postal Code: beginswith +| |

[Clinclude History [Tl Correct History  [C] Case Sensitive

Search | Clear |Basic Search [F) Save Search Criteria

Find an Existing Value | Add a New Valug

ction_win0(d '31C! de’); *#100% -
Step Action
5. If the customer doesn't exist, click the Add a New Value tab.
|AddaNewvmue
SisasEs H | wWorkist | MuliChannel Console |  Add to Favorit | Sign out

Favorites = Main Menu > Customers > Customer Information > General Information

General Information

Find an Existing Value _ aNew Value

ENew Window B hitp

SetiD: SHARE Q
‘Customer ID:|NEXT Q.

Add

Find an Existing Value | Add a New Value

®100% v
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Step

Action

6.

The General Information - Add New Value search page displays.

Click the Add button.

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites : Main Menu » Customers > Customer Information > General Information

ENewWindow ? Help [& Personalize Page Gihitp *

General Info Bill To Options Ship To Options Sold Te Options. Miscellaneous General Info
SetD: SHARE Customer ID: NEXT General Info Links: _More -
*Status: Active A Copy From Customer Level: Regular -
+Date Added: 06/07/2013 | *since: [06/07/2013 |[5] *Type: User1 -
“Name 1: I *Short Name:
Name 2: ‘
Currency Code: Q Rate Type: Q 2
DB\HTOCIIS[OI’HST Correspondence Customer
Bill To Selection Correspondence Selection
[Z1 ship To Customer Remit From Customer
Ship To Selection Remit From Selection
[C1 sold To Customer [ Corporate Customer
Sold To Selection Corporate Selection
[Cleroker Customer Consolidation Customer Consolidation Business Unit:
[ indirect Customer [l Grants Management Sponsor L4
Federal Attributes
[ElFederal Customer Trading Partner Code:| | Disbursing Office:[ |

[Z] appropriation Symbol Not Required for Reimbursable Agreements

Personalize | Find | View A1 [ BV % Firat K qara O Lozt

Team Code Default Description
a ] =
Address Locations Find | View Al First I 4 014 D Last
*Location: 1 [CeinTo [ primary [CIBroker Elprimary [F[=]
[Z] ship To [l primary [Clindirect [ Primary

Description: [T sold To [E Primary [[Jcorrespondence Address

Step

Action

The Customer Information - General Information page displays.

Enter the desired information into the Name 1 field. Enter "Anne Arundel Office
Management".

Click the Type list.
| User1 - |

Click the Local Customer list item.

Local Customer

10.

Enter the desired information into the Currency Code field. Enter "USD".

11.

Enter the desired information into the Rate Type field. Enter "CRRNT".

12.

Click the Bill To Customer option.
[C] Bill To Customer

13.

Click the Sold To Customer option.
[C] Sold To Customer
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Step Action

14. Move the scrollbar downwards.

QRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu » Customers > Customer Information > General Information

|| Indirect Customer |1 Grants Management Sponsor

Federal Attribute
[ Federal Customer Trading Partner Code:[ | Disbursing Office:[ |

[Z] appropriation Symbol Not Required for Reimbursable Agreements

Team Code Default Description
I Q i =
i =
*Location: 1 [CeinTo [ Primary [ Broker [ primary
[Z] ship To [l primary [Elindirect [ Primary -
Description: [T sold To [ primary [[Jcorrespondence Address
[CIRFID Enabled VAT Default VAT Seniice Treatment Setup
\ddress Details
“Effective Date: 121012012 “Status: Active - =1
Tax Code: Language Code: English -
Physical Nature: ¥ Where Performed: b
Alternate Name 1: Alternate Name 2: 4
Country: USA | United States
Address 1: ‘
Address 2: [ View Phone Information
Address 3: [
City: [Clin ity Limit
County: Postal:
state: Q
General Info Links:  More - s

®100% -

Step Action

15. Enter the desired information into the Team Code field. Enter "SALES".

16. Ciic|k the Default option.
]

17. Click the Bill To option in the Address Locations section.
[CIBill To

18. Click the Sold To option.
[C] Sold To

19. Click the Primary option.
[C| Primary

20. Click the Primary option.
[C] Primary

21. Click the Correspondence Address option.
[] Correspondence Address

22. Enter "customer address on file" intothe Address Locations Description field.

23. Enter the customer's address in the Address 1 field, such as "210 Holiday Court.”
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Step

Action

24.

Enter the desired information into the City field. Enter "Annapolis".

25.

Enter the desired information into the State field. Enter "MD".

26.

Enter the desired information into the Postal field. Enter "21401".

27.

Move the scrollbar upwards.

QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Customers > Customer Information > General Information

(2L CETLIC  Bill To Options )

Ship To Options: Sold Te Options |~ Miscellaneous General Info

SetD: SHARE Customer ID: NEXT General Info Links: ...More -

*Status: Active A Copy From Customer Level: Regular -

“Date Added: 1201972012 [5) *since:[1219/2012 [ “Type: User1 -

“Name 1: [Anne Arundel Office Management *Short Name: AnnArundCM

Name 2: ‘ =
Currency Code: usb  |Q Rate Type: CRRNT Q

FNewWindow [# Personalize Page [S,http

[ gill To Customer
Bill To Selection
[¥] ship To Customer
Ship To Selection
[ sold To Customer
Sold To Selection
[C] Broker Customer

[ indirect Customer

[¥ Correspondence Customer
Correspondence Selection

Remit From Customer
Remit From Selection

[¥] Corporate Customer
Corporate Selection

[Cl consolidation Customer

[C] Grants Management Sponsor

Consolidation Business Unit:

Federal Atfributes

[Federal Customer Trading Partner Code: Disbursing Office:
[T] Appropriation Symbol Not Required for Reimbursable Agreements
Personaiize | Find | Vievw 41 | B | 3
Team Code Default Description
buboz @ Anne Arundel County CC =
Address Locations Find | View Al First I 4.0r4 D Last
*Location: 1 ¥ BinTo [ Primary [CIBroker Elprimary [F[=]
[Z] ship To [l primary [Clindirect [ Primary
Cour Addre s

javascript: submitAction_winO(document.wind, #ICPanel3'); #100% ~

Step

Action

28.

Click the Bill To Options tah.

| Bill To Options
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Home | Workist | MultiChannel Console |

Favorites = Main Menu > Customers > Customer Information > General Information

General Info | ELRERIIELERS © Ship To Options

&0 New Window &

Sold Te Options |~ Miscellaneous General Info

SetiD: SHARE  Customer ID: NEXT Anne Arundel Office Management
Customer Bill To Options. Find | view a1l First K1 1071 1 Last
“Effective Date: 1201912012 |5 *Status: Active - =
Currency Code: usp Rate Type: CRRNT
Responsibilities:
Credit Analyst: Q Collector: Q
AR Specialist: Q Bill Inquiry Phone: Q
Billing Specialist: aQ Billing Authority: Q

Billing Options
Direct Invoicing
[C] Federal Highway File

Billing Consolidation Data

Consolidation Key:

SetiD: Q
[C] Prompt for Billing Currency
Customer ID: Q
“Freight Bill Type: Shipping -
Bill Type: Q Blanket Purchase Orders
Blanket PO Number:
Billing Cycle Identifier: [ e
Invoice Form: A Start Date: El
Bill By Identifier: Y End Date: ]
AR Distribution Code: Y Order Management Options

[C] Purchase Order Required
Hold Number of Days:

InterUnit Billing

[Chinterunit Customer

[T bisable Prices on Receipt

Immediate Payment Options

[Cimmediate Payment Required

[ & C ]

GL Business Unit: Deposit Percent:

Add to Favorites | Sign out

Personalize Page 2, hitp *

m

: submitAction_win0(d: ‘#ICPanel3’);

®100% -

Step Action

29. The Bill To Options page displays.

Enter the desired information into the Credit Analyst field.

Enter "DEFAULT".

30. Enter the desired information into the Collector field. Enter

"DEFAULT".

31. Click the Miscellaneous General Info tab.

Miscellaneous General Info
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Favorites © Main Menu > Customers > Customer Information > General Information

| Workist | MuliiChannel Console | Add to Favorites

& New Window [& Personalize Page &, hiip

" General Info " Bill To Options |/ Ship To Options | Sold To Options Miscellanenus General Info "

SetiD: SHARE  CustomerID: 1000000001 Anne Arundel Office Management

e EE—S$S8S8S8—S—S$SSS—S—S———
*Name 1: [anne Arundel Office Management

Name 2: [

Name 3 [

Tax ID: 1

Vendor SetiD: [l Vendorld:| @ yendorinformation

Workflow User: [ Q

Customer Web Site: ‘ Go To Website URL

Stock Symbol: [ GoTosStocksmaal

SubCustomer

Date Last Maintained: 12/19/2012 Last Maintained By Operator ID: wayne wright

General Info General Info Links: _More -

Return to Customer Information

[ save | [ Nty | | Rolresh | Eeaul (& ooy ) olude Htory | | Gorrect Hisiory |
General Info | Bill To Options | Ship To Options | Sold Te Options | General Info

®100% -

Step

Action

32.

Information page.

The Miscellaneous General Info page displays. Review the Miscellaneous General

LiIRACLE

Favorites

¢ Main Menu > Customers > Customer Information > General Information

" General Info " Bill To Options |/ Ship To Options | Sold To Options Miscellanenus General Info

| Workist | MuliChannel Console |  Add to Favorites |  Sign out

& New Window [& Personalize Page &, hitp

hitn

SetiD: SHARE  Customer ID: 100000000y Anne Arundel Office Management

e AT ——
*Name 1: |Anne Arunde! Office Management

Name 2: [

Name 3: [

Tax ID: ]

Vendor SetiD: [l Vendorld:| @ yendorinformation

Workflow User: [

Q
Customer Web Site: [ Go To Website URL
Stock Symbol: [ GoTosStocksmaal
SubCustomer

Date Last Maintained: 12/19/2012 Last Maintained By Operator ID: wayne wright
General Info General Info Links: __More -
Return to Customer Information
B save  [] Moty 7 Refresh Erad A isplay ] Inciude History | Correct History |
General Info | Bill To Options | Ship To Options | Sold To Options | General Info

®100% -
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Step Action

33. Note that there isnow an ID associated with the Customer that youcreated.

34. You have successfully completedthe Creating a Customer topic.

You have learned to:
- manually create a customer

End of Procedure.

4.1.3 Crediting the Original Invoice

The next step in the Bad Check process is to credit the bad check customer's original invoice.
GEARS has a2-in-1 process called Credit and Rebill. A Credit Invoice is createdto reverse the
original invoice. The main reason for reversing or Crediting the Original Bill is to reverse the
revenue journal entry which was created. A Rebill Invoice with a Status of ‘New is also created
to re-invoice the customer.

In this topic, youwill use the Adjust Entire Bill pagesin GEARS to credit the bad check
customer's original invoice.

After completingthis topic, youwill learn howto:

e Credit a Credit Invoice for a customer's bad check

Procedure

Inthis topic, youwill use the Adjust Entire Bill pagesin GEARS to manually credit an invoice.

Step Action

1. Begin by navigating to the Adjust Entire Bill page.
Click the Main Menu button.

2. Click the Billing menu.

| £3 Biling ' |
3. Click the Maintain Billsmenu.

[ £3 Maintain Bils ]
4, Click the Adjust Entire Bill menu.

[ 5 Adjust Entire Bil |
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Home | \Workist | MukChannelConsole | AddtoFavortes | Signout

Enew wingow 5 nitp

Enter any information you have and click Search. Leave fields blank for a list of all values.

Invoice: begins with =] |

customer:  [begins with =]

Contract: begins with =] |

I” Case Sensitive

Search

~ Search Criteria

Business Unit:[= = Q

Q

Clear  pasic Search [§] Save Search Criteria

Step

Action

The Adjust Entire Bill search page displays.

Enter your Business Unit (Batch Agency) in the Business Unit field.

Click the Search button.
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Home | ‘workist | MutiChannelConsole |

Favorites © Main Menu > Biling > Maintain Bils > Adjust Entire Bil

Adjust Entire Bill
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

|~ Search Criteria

Business Unit.[= =] fupsz o
Invoice: vegins with =] |
customer:  [begins with =] a
Contract: begins with =] |

I” Case Sensitive

Search || Clear |Basic Search [§ Save Search Criteria

Search Results

View All First [4] 17 ot7 3] Last
Business Unit Invoice Invoice Type Bill Type Identifier Bill Source Customer Contract
{UBEZ% 0000000014 Requiar € CCS  JUD52 |(blank)
JUD52 0000000013 Reqular € ONLINE JUD52 (blank)
JuDs2 0000000012 Requiar € ONLINE JUD52 (blank)
JUDs2 0000000009 Reqular € ONLINE JUD52 (blank)
JuDs2 0000000008 Reqular  PAD ONLINE JUD52 (blank)
JUDs2 0000000004 Reqular € ucs  JUD52 |(blank)
Jups2 0000000003 Requiar uUcs  JUD52 |(blank)

GEARS

General Enterprise And Resource Support

Add to Favorites.

ENew Window B nitp

Action

Select the invoice associated with the Bad Check.

0000000003

Worklist

WultiChannel Console
Favorites © Main Menu > Biling > Maintain Bils > Adjust Entire Bil

Adjust Entire Bill

unit: JuDs2 Bill To: Jups2 Anne Arundel County District Court
Invoice: 0000000003 Invoice Amt: 10,000.00 usD
Select Bill Adjustment Action Adjustment Results
@ NoBill Action “Credit Bill: NEXT
p
Credit Entire Bill Rebill Bill: NEXT | Headerinfo1
€ Credit & Rebill
Adjustment Reason: Q

B seve | [ RetumitoScarch | [+F Previousinbist| [+E) Nextin List | (] Motity | | Refresh

@ New Window & Personalize Page Bl hitp

Add to Favorites.

nE
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Step

Action

8.

The Adjust Entire Bill page displays.

Click the Credit & Rebill option.
" Credit & Rebill

Enter the desired information into the Adjustment Reason field. Enter
"BADCHECK".

10.

Click the Save button.

8 s

11.

Please make note of the Credit Bill and Rebill Bill Invoice Numbers. Write down
the Rebill Bill Invoice Number. Also note the two Header Info hyperlinksthat now
appear alongside the Invoice Numbers.

Click onthe Header Info 1 link to access the Credit Bill Header.
Header Info 1

ORACLE

Home | ‘Workist | MuttiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > Biling > Maintain Bils > Adjust Entire Bil

ENew Window [ Personalize Page &, hitp &

Unit: JuDs2 Invoice: 0000000017 Pretax Amt: -10,000.00 USD Ll
Bill Status: RDY Q Invoice Date: (el
*Bill Type: BUS Q Bill Source: RECISTER Q

Cycle ID: DALY Q *Frequency: Once = 5]
“Invoice Form: MO_PRINT Q

~ Customer Information

*Customer: Jubs2 Q SubCust1:

Anne Arundel County District Court SubCust2:

> Address

» Payment Information
+ Header Detail

Lines to Add: 5 = B Max Rows: 5

Personaize | Find | view 41| BV | 88 Frse g of 4
m NetAmount |~ mfol1 | lfo2 | Productinfo | Orderinfo | Shipinfo |~ Miscinfo |~ Projectinfo | ServiceInfo | User Fields.

Identifier Gross AR

Sel | sea Line NN i Table  identifier Description Quantity UOM Unit Price Extondod Avcount  Revenue Account
r 1 0115201 a | Q [ -1.0000(EA /@ | [10,000.00 [ -10,000.00 5466 5456 [
Goto Copy Adoress Header Notes Standard Entry
Summary Bill Search Line Search
Navigation: Billing General - rev Next
& Save & RetumitoSearch | (=] Nofity | | Refresh Eb Add| Updata‘q

12.

The Billing General page displays.

Note the Bill has a status of RDY. Review the Bill to ensure this is the correct
invoice to be credited.
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Step Action

13. Click the Save button.

Once your changes, if any, have been made and saved, you will then needto run the
Single Action Invoice Process.

E save

14, You have successfully completedthe Crediting of the Original Invoice topic.

You have learned to:
- credit the original invoice
End of Procedure.

4.1.4 Running the Single Action Inwice Process

All revenue transactionsmust be finalized through the Single Action Invoice jobin order to
update the status of each invoice and make the accounting entrieseligible for postingtothe
General Ledger. Instead of running key Billing processes separately, the Single Action Invoice
job allows you to run these processes in an automated sequence after initiatingthe job. The
following processes are included in the Single Action Invoice job:

1. Theinitial process, Finalization, creates the invoice and PDF file for printing
2. Thenext processcreates the accounting lines for the Revenue distribution.

When the Single Action Invoice process completes, there are reports generated that lists the
amount of each invoice that was a part of the batch. Also, the "Load GL Accounting Entries"
report is available for review in the process monitor.

NOTE: Bills must have a status of "RDY" (Ready to Invoice) before the Single Action Invoice
process is run.

In this topic, youwill use the Single Action Invoice pages to run the Single Action Invoice
process.

After completingthis topic, youwill learn how to:

e Run the Single Action Invoice process
e View a hill status changed from 'RDY" (ready) to'INV' (invoiced)

Procedure

In this topic, youwill learn how to execute single action invoice process.
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Step Action
1. Begin by navigating to the Single Action Invoice page.
Click the Main Menu button.
[Main f1enu
2. Click the Sort Menu button.
=]
3. Click the Billing menu.
| &3 Biling |
4. Click the Generate Invoices menu.
| [ Generate Invoices * |
5. Click the Non-Consolidated menu.
| (3 Mon-Consolidated Pl
6. Click the Single Action Invoice menu.
| | single Action Invoice |

Single Action Invoice
Enter any information you have and click Search. Leave fields blank for a list of all values.

Adda New Value

[+

Run Control ID: begins with ~

[case Sensitive

Search Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Home | Workist | MuliChannel Console | Addto Favorites |
Favorites © Main Menu » Bilng » Generate Invoices > Non-Consoidated > Single Action Invoice

0 New Window 2 Help

Sign out

ity hitp
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Step Action

7. The Single Action Invoice search page displays.
NOTE: Click the Add a New Value tabif thereisn't an existing value available.

Click the Search button.

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Biling > Generate Invoices » Non-Consoidated > Single Action Invoice
[ New Window 2 Help & hitp
Single Action Invoice

Enter any information you have and click Search. Leave fields blank for a list of all values.

.’ Find an Existing Va w" Add a New Value
- Search Criteria

Run Control ID: begins with ~

[Icase sensitive

Search Clear |Basic Search Save Search Criteria

Search Results

View All  First [4] 1-2of2 [3] Last
R_l{r_\_C_on(m\ 1D Language Code
BEBIH English

PSBIP 1000000050 Endlish

PSKE Endlish

Find an Existing Value | Add a New Valug

Step Action

8. Click the PSKF link.
PSKH
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites : Main Menu » Bilng » Generate Invoices > Non-Consoidated > Single Action Invoice

ENewWindow ? Help [& Personalize Page B http
ST  Print Options

Run Control ID: PSKF Report Manager Process Monitor Run

Language:  English  ~ @ Bpecified © Recipient's

Seq Nbr: 1 HE
[nvoice Da o

@ Processing Date
© User Defined
[Posting Actio

@ Do Not Post © Batch Standard

[ Range Selectio

. _ Business Unit: @

© A @ Invoice ID From1 —
5 Bill Cycle CcustiD rom lnvoice: ]
© Date Bill Added © Bill Type To Invoice:

© Range ID © Bill Source

© Public Voucher Number

2 save | | Returnto Search | |1E] Previousinlist 4 [Z] Notify B Add

Single Action Invoice | Print Options

Step

Action

The Single Action Invoice page displays.

Click the Bill Source option.
i) Bill Source|

10.

Click the Batch Standard option.
(©) Batch Standard

11.

Click the Processing Date option ifit isnot already selected.
@ Processing Dﬂtel

12.

Enter the desired information into the Business Unitfield. Enter "jud53™.

13.

Enter the desired information into the Source field. Enter "REGISTER".

14.

Click the BillsTo Be Processed button.

El
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Bills To Be Processed

Personalize | Find | VView Al

BIUnit Invoice Status  Customer Inv Layout Layout Type  Bill

JUD53 1000000134 ROY 1000000024  XMLPUB X

Print Gopy

Return

X' GEARS

General Enterprise And Resource Support

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

@ New Window ? Help [& Personalize Page

Saved |

Step Action

15.

The Billsto be Processed page displays.
Verify that the Statusreads RDY.

Click the Return button.
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Favorites :

|
Main Menu > Biling > Generate Invoices > Non-Consolidated > Single Action Invoice

Workiist | MulliChannel Console |

Add fo Favorites | Sign out
Enew Window ? Help [ Personalize Page B, hitp
Single Action Invoice  JE{IRSII TS
Run Control ID: PSKF

Report Manager
Language:  English  ~

Process Monitor (-~ RUA
Specified © Recipient's

Selection Parameters

seq Nor: 1

Invoice Date Option

i First K1 4.0r1 O3 Lost
HE

Processing Date

User Defined

Posting Action
© Do Not Post

© Batch Standard
Range Selection

All &
Bill Cycle
Date Bill Added

Range ID

Business Unit:
nvoice ID
ustiD Source:
ill Type
ill Source

Jups3 q
LOCAL_REVQ

Public Voucher Number

B save | L\ Retumnto Search | [+ PreviousinList | |45 liexiinList | |[=] Netify
Single Action Invoice | Print Options

B Add Update/isplay,

Step Action
16.

The Single Action Invoice page displays.

Click the Run button.

LA LS

Favorites :

| wWorkist | MufiChannel Console |  Add to Favorites |  Sign out
Main Menu > Bilng > Generate Invoices > Non-Consolidated > Single Action Invoice
Enew Window ? Help [ Personalize Page B, hitp
Process Scheduler Request

User ID: kenvp1

Run Control ID: PSKF

Server Name: [N ~ Run Date: [04/03/2013 [

Recurrence: - Run Time: [1:41:57PH Resetto Current Date/Time
Time Zone: Q

Select Description Process Name
B A

Process Type Type *Format
OC Invoicing - GRANTS ONLY AOC_GMBI

Distribution

PSJob (Mone) | (None) -+ Distribution
[ AOCCircutt & District Courts AOC_MAIN PsJon (None) - (None) ~ Distrioution
[F]  Pre-process & Finalization BIVCO0D Application Engine  Web = TXT =

- TXT | Distribution

oK Cancel |
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Step Action

17. The Process Scheduler Request page displays.

(@)

lick the Select optionfor AO C Circuit & District Courts.

18. Click the O Kbutton.
(814

QIRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

@I New Window ? Help [& Personalize Page

. Saved |
— Print Options L )

Run Control ID: PSKF Report Manager Process Monitor  (.SHh...

Language:  English  ~ @ Specified © Recipient's Process Instance:18207

Seq Nbr: 1 HE
[nvoice Date Optio

@ Processing Date

© User Defined
| Posting Actio
© Do Hot Post @ Batch Standard

- - Business Unit: JUD53 |
©an © Invoice ID source: [[OGALREVE,
7 Bill Cycle CustID
© Date Bill Added © Bill Type
© Range ID @ Bill Source
© P{0k (Enter) pr Number
& save L RetuntoSearch  1F] PreviousinList <7 [ Notify By Add

Single Action Invoice | Print Options

Step Action

19. The Single Action Invoice page displays.

Click the Process Monitor link.
Process Maonitar
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| Workist | MuliChannel Console |  Add to Favorites Sign out

FMew Window ? Help [ Personalize Page &, hip

Server List

ns

User ID[ken.vp1 Q. Type - Last - [ 1 Days ~  Refresh

server et ~  HName | Q@ Instance | to |

Run Status A Distribution Status - ave On Refresh

Process List
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status ~ SSUCDULOR by
[ |1s207 2 AOC MAIN  kenvpi 04/03/2013 1:41:57PM EDT Queued Details
[] 18208 SOR Report BIVCSTS kenvpl 0410312013 1:38:48PM EDT Success Posted  Details
] |18208 Application Engine BIF0001 kenvp! 0410312013 1:32:15PM EDT Success Posted  Defails
[ |18204 Application Engine ADC_DIS_INTF kenvp1 04/03/2013 1:20:50PW EDT Suceess Posted  Defails
[ |18194 PSJob ARUPDATE  kenvp! 04/03/2013 11:36:304M EDT Success Posted  Details
18187 PSJob ARUPDATE  kenvp! 0410312013 11:24:19AM EDT Success Posted  Defails
O |76 2 AOC MAIN  kenvpd 04/03/2013 11:17:01AM EDT Suceess Posted  Defails
[ |18165 PSJob ARUPDATE  kenvpl 04/03/2013 10:59:48AM EDT Success Posted  Details
O |1e158 PSJob ARUPDATE  kenvp! 041032013 10:52:47AM EDT Success Posted  Defails
[ |18146 Pslob AOC MAIN  kenvpd |04/03/2013 10:49:12A1 EDT Suceess Posted  Defails

Go back to Single Action Invoice

B Save | [ oty |

Process List | Server List

Step Action

20. The Process List page displays.

Click the Refresh button.

| Workist | MuliiChannel Console |  Add to Favorites Sign out

Favorites © Main Menu > Biling > Generate Invoices > Non-Consoidated > Single Action Invoice

FMew Window ? Help [ Personalize Page &, hip

Actions
User ID[ken.vp1 Q. Type - Last - [ 1 Days ~ | Refresh :
Server ~  MName | Q Instance | to |
Run Status A Distribution Status - ave On Refresh

Process List

Select Instance Seq. Process Type Process Name User Run Date/Time Run status | Listribution Details
1 18207 PSlob ADC MAIN  kenvpl 04/03/2013 1:41:57PW EDT Success Posted  Defails
[ |18208 SR Report BIVCSTS kenvpl 0410312013 1:38:48PM EDT Success Posted  Details
] |18208 Application Engine BIF0001 kenvp! 0410312013 1:32:15PM EDT Success Posted  Defails
[ |18204 Application Engine ADC_DIS_INTF kenvp1 04/03/2013 1:20:50PW EDT Suceess Posted  Defails
[ |18194 PSJod ARUPDATE  kenvp! 04/03/2013 11:36:304M EDT Success Posted  Defails
18187 PSJob ARUPDATE  kenvp! 0410312013 11:24:19AM EDT Success Posted  Defails
O |1a176 2 AOC MAIN  kenvpd 04/03/2013 11:17:01AM EDT Suceess Posted  Defails
[ |18165 PSJob ARUPDATE  kenvpl 04/03/2013 10:59:48AM EDT Success Posted  Details
O |1e158 PSJob ARUPDATE  kenvp! 041032013 10:52:47AM EDT Success Posted  Defails
[ |18148 PSlob AOC MAIN | kenvpl |04/03/2013 10:49:12A4 EDT Suceess Posted  Defails

Go back to Single Action Invoice
|2 save | [ Moty |

Process List | Server List
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Step Action

21. Verify that the Run Statuschangedto Success andthe Distribution Status
changed to Posted.

22. Verify that your invoices ran without errors.

Click the AOC_MAIN link.
AOC MAIM

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

S New Window [ Personalize Page B, http

Process Detail

Process Name: AOC_MAIN i Refresh
Main Job Instance: 13476

Left | Right

B 13476-A0C AN Processinc
13477 - BIVC000 Success
13478 -BI IVCEXT Suceess
1

1

1

3
3
3484 - BIXPJO0 Success
3479 - BICURCNV Success
3480 - BIPRELD Pending
13481 -BILDGLO1 Pending
13482 -FS BP Pending
13483 - BILDARD1 Pendinc

FRREEED R

Return

Step Action

23. The Process Detail page displays.

Click the 13477 - BIIVVCO000 Success link.
[13477 - BIVC000 Success|

24, Click the Message Log link.
Message Lo
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OIRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu > Bilng > Generate Invoices > fon-Consoldated > Single Action Invoice
FNew Window [ Personalize Page B, http
Log
Instance: 13477 Type: Application Engine
Name: BIVCO00 Description: Pre-process & Finalization
| | # st Kl 15 ors 1
Severity Log Time Message Text Explain
10 3:19:52P1 0 bill(s) were selectsd for processing {'Expiain”
10 31952PM 0 bill(s} were found to contain error(s) Explain
10 31952PM 0 bill(s) were processed successfully Explain
Published th ID 91¢32393-0r5e-1182-8600- .
320.04PM a;m‘uiseew:?tsosc?g;glantn in foder GENERAL. —
2200481 il:]cﬂc:ifjrcjlly posted generated files o the report e
Return
Step Action
25. The Message Log displays.

Confirm that the Bill Headers and Lines did not run into errors.

26. You have successfully completedthe Run the Single Action Invoice Process topic.

You have learned to:
- execute the single action invoice process
End of Procedure.

4.1.5 Rebilling an Inwoice

Bad check fee charges are applied to the Rebill Invoice that was created using the Credit and
Rebill process in GEARS. You will apply the bad check charge fee by updating the Rebill
Invoice. You will create a new bill line to the Rebill Invoice, capturing the cost and accounting
distribution for the bad check fee. The Rebill Invoiceis then saved in GEARS with a Status of
'Hold". Bills that have a status of 'Hold' will not send a journal entry to General Ledger. The
purpose for the new Hold Invoice is for tracking. When the payment is received in full, you will
cancel this invoice. If a partial payment is received, we will draw down the open balance of this
invoice to process the partial payment. The Invoice Form will be updated to Bad Check and the
ProFormainvoice will print.

In this topic, youwill use the Adjust Entire Bill pagesin GEARS to credit the bad check
customer's original invoice.

After completingthis topic, youwill learn how to:
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e Rebill an Invoice for a customer's bad check

Procedure

In this topic, youwill learn how to credit the original invoice and rebill the invoice.

Step Action

1. Click the Main Menu button.

|Main ‘r'vhanu
2. Click the Sort Menu button.

=]
3. Click the Billing menu.

| (3 Biling '|
4, Click the Maintain Bills menu.

| 3 Maintain Bills b ]
5. Click the Adjust Entire Bill menu.

| E] Adjust Entire Bil |
6. Click the Search button.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Maintain Bills > Adjust Entire Bil

FNew Window [ Personalize Page B, hitp

Adjust Entire Bill

Unit: MDJUD Bill To: Jup02 Anne Arundel County Circuit Court
Invoice: 0000000001 Invoice Amt: 1,000.00 uso
(© Na Bill Action Credit Bill NEXT
':'Cledll Entire Bill Rebill Bill: NEXT Header Info 1
(@ Credit & Rebill
Adjustment Reason: Q

Iz save (A RetumtoSearch| [S] Hotify 7 Refresh
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Step Action
7. The Adjust Entire Bill page displays.

Click the Credit & Rebill option.

| © Credit & Rebill |
8. %:k the Look Up Adjustment Reason button.
Look Up Adjustment Reason
i::::mcode: begins with = \SHARE
Description:  begins with = |
. cel| Basic Lookup
Search Results
Step Action
9. The Look Up Adjustment Reason window displays.
Click the BADCHECK link.
EAD
10. Click the Save button.
11. Click the Header Info 1 link.

Header Info 1
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)

General Enterprise And Resource Support

Step Action

12. The Header Info 1 page displays.
Review and confirm the information on the page.

Click the_Save button.

@ save ]

13. Click the Look up Status button.

/6 standard Billing - Windows Internet Explorer

@ http:fforacle14.courts.state.md.us: 13080 /psp/fststEMPLOYEE/El O,

Selectone ofthe
ICanceled
nalized

Fi
Bill

Invoice

[Temporary
|Bill

[Temparary
Ready Bill

. Cancel |

s =) B O B2

Step Action
14, Click the Hold Bill link.
Hold Bill
15. ck the Look up Type button.
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Look Up Type

SetiD: SHARE
Bill Type Identifier: begins with = |

LookUp || Clear | Cancel |Basiclookup

Search Results
ew 100 [ 1190119 [§] Lasl
Bill Ty Identifier

Bad Checks

Bond Forfeiture

BUS Transaction

Data Conversion

Criminal Case

Civil Case

Deferred Payment - NonTraffic
Deferred Payment - Traffic
Escrow

Expenditure Credit

Grants Management

Local Revenue Interest
Licenses

Land Records

Local Revenue Disbursements
Other

Traffic

Transcript

Training Guide
AR220 - Managing Customer Billing,
Receivables and Customer Payments -

Circuit Court

Step Action

16. The Look Up Type search page displays.
Click the BAD link.

17. Enter your previously created customer into the Customer field. In this
example, "1000000001" isentered.

18. Enter "t" in the Invoice Date field to enter today's date.

19. Enter "t" in the Accounting Date field.

20. Click the Save button.
B save

21. Click the Line - Info 1 tah.

Igne4nm1 )
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/& standard gilling - Windows Internet Explorer

6@GEARS

General Enterprise And Resource Support

G—:-.: * |@ ntip: orade14.courts.state.md.us: 13080 pspffststEMPLOYEE/E OB [+ 73 Standard Biling

x ok
File Edit View Favorites Tools Help
53 £]RequestRefundItem |- Sucgested Sites v
I
Home | ‘Workist | MuttiChannelConsole | AddtoFavortes | Signout
Favorites © Main Menu > Biling > Maintain Bils > Standard Biling
& New window [ Personalize Page /B nip X
EECERER Lne-inie 1}
Unit: Jubs2 Bill To: 1000000001 Pretax Amt: 0.00 UsSD E
Invoice: 0000000018 Anne Arundel Office Max Rows: 5
Management
T Find | View 1 First L 10f1 I Lot
Identifier Look Up Date: 0172212013 5] =
Seq: 3 Line: Net Extended: 10,000.00
Table: D & igentifier: RCS100 U Description: [Test Vending
Quantity: 1.0000 From Date: £
Unit of Measure: EA Q To Date: ]
Unit Price: 10,000.0000 Line Type: REV Q[ Accumulate
Gross Extended: 10,000.00 Tax Code: QT TaxExempt
Exempt Cert: Q
Less Discount: 0.00 4
Plus Surcharge: 0.00
Net Extended: 10,000.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 10,000.00
Goto Line Info 2 Tax Accounting DiscountSurcharge
blgtes, Express Entry  Page Series | =
=N ™ & = = a L31PM
e O @ O 8= 2 S

Step Action

22.

line item for the Bad Check Fee.

The Standard Billing - Line - Info 1 page displays.

Notice the line item(s) from the Credit Bill automatically carry forth onto the Rebill.
Provided they still apply, they should not be changed. Next, we are going to add a

23.

Click the Add a new row at row 1 button, to add a line for the Bad Check Fee.

24.
just added.

Scroll the window downward and make sure you are looking at the line item you
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o

© standard Billing - v ternet Explorer

(CTOIRIE o s s sz £ 21 ) ) 0 e

= €]
ORACLE

Home | Workist | MutiiChannelConsole | AddtoFavorites |  Sign out

Favorites | Main Menu > Bilng > Maintain Bils > Standard Biling
Net Plus Tax: 10,000.00

Identifier Look Up Date: pi22i2013 5 =
Seq: 4 Line: Net Extended: 0.00
Table: [ igentiner Q ipti

Quantity: T frombate: O w
Unit of Measure: [l To Date: O

Unit Price: 0.0000 Line Type: Q  F Accumulate
Gross Extended: Tax Code: [ & T TaxExempt

Exempt Cert: [

Less Discount: 0.00

Plus Surcharge: 0.00

Net Extended: 0.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 0.00
Goto Ling Info 2 Tax Accounting DiscounvSurcharge
Notes Express Entry Page Series
Summary Bill Search Line Search igatic Ling -Info 1 =

G remnsenn | e G esntn | [ vy [ et

Header - Info 1| Line - Info 1

Step Action

25. Click the Look up Table button.

Standard Billing - v ternet Explorer

O[S o o s oo P31 o) ) g st ¢ [

4
]
=8
=g

5

[Eie]
il
e

EEE
b
E
H

=
o
=
o

|
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Step Action

26. Click the PS/Billing Charge Id link.

27. Click the Look Up Identifier button.

Look Up Identifier

SetiD: JuDo1
Billing Currency: usD
Identifier: begins with = |
Description:  begins with = |

LookUp || Clear || Cancel |gasic Lookup

Search Results
2w 100

. Effective . Unitof List Distribution
identifier e Description e

BAD-CHECK 01/01/1952 Bad Check Charge REV_NONE
BUS-PAYMENT 01/01/1952 Payment Received BUS PMT
CCS-0020 01/01/1952 Licenses - State (blank)
CCS-0044 01/01/1952 Local Licenses - Issuing Fee (blank)
CCs-0048 01/01/1952 Local Licenses - Music Box-C (blank)
CCS-0050 01/01/1952 Local Licenses - Penalty (blank)
CCs-0071 01/01/1952 Local Licenses - Issuing Fee (blank)
CCS-0075 01/01/1952 Licenses - Special Retail Ciga (blank)
CCS-0110 01/01/1952 Licenses - Barton (blank)
CCS-0184 01/01/1952 Local Licenses - Pinball - Cou (blank)
CCS-0210 01/01/1952 Licenses - Cumberland (blank)
CCS-0248 01/01/1952 Local Licenses - Music Box $20 (blank)
CCS-0284 01/01/1952 Local Licenses - Pinball - Cou (blank)
CCS-0310 01/01/1952 Licenses - Frostburg (blank)
CCS-0348 01/01/1952 Local Licenses - Music Box-C (blank)
CCS-0384 01/01/1952 Local Licenses - Pinball - Cou (blank)
CCS-0410 01/01/1952 Licenses - Lonaconing (blank)
CCS-0484 01/01/1952 Local Licenses - Music Box Add (blank)
CCS-0510 01/01/1952 Licenses - Luke (blank)
CRSARIN IN1MA1852]1 inanaas - Midland frianky

=
=

IEEERERERERERERE RERERE
Sl wirrie i oo oo oo o o oo IDl

Step Action

28. The Look Up Identifier window displays.

Click the BAD-CHECK link.
BAD-CHECHK

29. Click the Show next row button to access the line with description of
"BUS_PAYMENT".
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QlRACLE

st | MuliChannel Console |  Sign out

Favorites © Main Menu > Biling > Maintain Bils > Standard Biling

Enew Window 2 Help [ Personalize Page B} hitp

Header - Info 1 ‘m

Unit: JuDo Bill To: JuDot Pretax Amt: 10.00 USD =
Invoice: 0000007259 Alegany County Circuit Courtt [ [ Max Rows: 5=
|dentifier Look Up Date: 0412912013 [] =
Seq: 2 Line: [ Net Extended: -20.00
Table: D& identifier: BUS-PAYMENT Q inti Payment Received
Quantity: 1.0000 From Date: [ =
Unit of Measure: B Ja To Date: [ B
Unit Price: -20.0000 Line Type: Misc Q Accumulate
Gross Extended: -20.00 Tax Code: [ & Tax Exempt
Exempt Cert: I -
Less Discount: 000 empt
Plus Surcharge: 000
Net Extended: 20,00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 20.00
Goto Line Info 2 Tax D!
Hotes Express Entry R P Seics
Summary Bill Search Line Search Navigation: Line -Infe 1 -

(G| (B e (G ie] (B (st

Header-Info 1 | Line - Info 1

Step Action

30. Click the Delete row 2 button to delete thisline item. Notice that the unit price is
negative.

Delete row 2 (Alt+8)

Delete Confirmation

Delete current/selected rows from this page? The delete will occur when the transaction is
saved,

oK cancal |
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Step

Action

31.

Click the O Kbutton.

32.

Click the Save button.

33.

Header - Info 1

Click the Header - Info 1 link.

QIRACLE

Favortes = Main Menu » Biling > Maintain Blls > Standard Biling

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

0 NewWindow [ Personalize Page 1B, http

Header - Info 1 | Line - Info 1

Kl

Line - Info 1
e

unit: JuDS2  Invoice: 0000000018 Pretax Amt: 10,010.00 USD

Status: HLD Q. Invoice Date: 017222013 B cyclein: DAILY Q
“Type: c A source: ucs Q  “Frequency: Onee HE®
sCustomer: 1000000001 Q  subcusti: [ SubCust2:

#nne Arunds| Office Management
“Invoice Form: BAD_CHECK @ From Date: El 1o pate: 5

Accounting Date: 01/2212013 B payTerms: MMED A pay Methoa: Check =
Remit To: BOA Q. gank Account: MAIN Q

sales: 02001 Q. Bill inquiry Phone: Q

Credit: DEFAULT A coliector: [DEFAULT Q

Biller: DEFAULT Q. Billing Authority: DEFAULT Q
Goto Header Info 2 Address Copy Address
MNotes Express Entry
Summary Bill Search Line Search Navigation: [Headerinfo 1 El [Prev  hed

[ Save| £ ReuntoSearch 2] PreviousinList| +Z Nextinlist| |[=] Motify | | Refresh B+ Add Updatemisplay

Step

Action

34.

local customer.

The Header - Info 1 page displays.
Notice the Pretax Amt has been adjusted to display $10,010.00 USD.

Click the Proforma Invoice button to display the invoice for printingto send to the

35.

- rebill the invoice
End of Procedure

You have learned to:

You have successfully completedthe Updating Rebilling the Invoice topic.
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4.1.6 Canceling the Inwoice

Upon receipt of payment for a Bad Check invoice, the BUS Interface will aggregate that
transaction andload it into GEARS (BI) and creatingan invoice (BI). Therewill be a
query/report for identifying paymentsreceived through the BUS as Bad Check paymentsby, (1)
Case/Citation Number or (2) Receipt Number. The corresponding Rebill Invoice that hasa 'Hold'
status will now need to be canceled.

In this topic, youwill use the Standard Billingpage in GEARS Billing to manually cancel the
invoice.

After completingthis topic, youwill learn howto:

e Cancel theinvoice

Procedure

In this topic, youwill use the Standard Billingpagesin GEARS to manually cancel the bill.

Step Action

1. Begin by navigating to the Standard Billing page.

Click the Main Menu button.
|r»1a in 1r:1e nu

2. Click the Sort Menu button.

El
3. Click the Billing menu.

| &2 Biling |
4, Click the Maintain Bills menu.

| &3 Maintain Bill |
5. Click the StandardBilling menu.

|=| Standard Biling |
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Y*GEARS

Q General Enterprise And Resource Support

Favortes = Main Menu » Biing > Maintain Bils > Standard Biling

Bill Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.

) Add a New Value

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

& New Window 5, hiip

- Search Criteria

Business Unit: ,:[ WMDJUD Qa
Inveice: begins with =] | a
Bill Status: = = =l
Customer: begins with =] | Q
Contract: begins with =] |
gills in Business Unit: [= =] [ < Y
Template Invoice Flag:[= = =l
I~ case Sensitive

Search Clear  |Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. The Bill Entry search page displays.
Enter your Business Unit (BU) inthe Business Unit field.

7. Click the Bill Status list.

8. Click the Hold Bill list item.
[Hold Bill |

9. Specifying the search with a particular Bill Status should narrow your search to one
item, in which case you will be directed to that Bill's page.
Click the Search button.
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QlRACLE

kist | MulliChannel Console |  Add to Favorites |  Sign out
Favorites : Main Menu » Bilng » Maintain Bils > Standard Biling

Header-Info 1 [@IGTSN- R ]

FNew Window [ Personalize Page B http

unit: JuDs2  Invoice: 0000000018 Pretax Amt: 1001000 USD
Status: Mo @ invoice Date: 01/22/2013 B cyclein: DALY Q
“Type: E A soe Uos @ chegens: o EE®

*Customer: 1000000001 Q  subCustd: SubCust2:

Anne Arundel Office Management

*Invoice Form: 0\ From Date: l:IEU To Date: l:IEU
Accounting Date: 01222013 pay Terms: [MUED QU paymethoa: B
Remit To: oA @ pankaccount e
Sales: O\ Bill Inquiry Phone: l:lﬂl
Credit [PEFAULT @ colector: [peFauLT e
Biller: [EFAULT @ gining Autnority: [pEFAULT e
Goto Header Info 2 Address Copy Address

Motes Express Entry Page Series

Summary Bill Search Line Search igati Header -Info 1 |

24 Rotum o Soarch [+ Pravious n it | 4] Notinist | I3 oty | (< Rolteon |

Header - Info 1 | Line - Info 1

Step Action
10. The StandardBilling - Header Info 1 page displays.

Click the Look up Status button.

JLook up Status (Alt+5)

[Ready Bill
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Step Action

11. The Bill Statusselection page displays.

Click the Canceled link.
o ancele

QIRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favortes | Main Menu > Biing > Maintgin Bils > Standard Bilng
FNew Window [ Personalize Page &, http
Line - Info 1

unit: JuDs2  Invoice: 0000000018 Pretax Amt: 1001000 USD

Status: can| Q. Invoice Date: 017222013 B cyclein: DAILY Q
“Type: CANCanceled ™ ¢ e ucs Q@ *Frequency: Once HE =
“Customer: 1000000001 1@ subcusti: SubCustz:

Anne Arundel Office Management
“Invoice Form: BAD_CHECK @ From Date: El 1o pate: B ~
Accounting Date: 011222013 Bl payTerms: IMMED A pay Methoa: Check =
Remit To: BOA Q. gank Account: MAIN Q

sales: 02001 @ Bill inquiry Phone: Q

Credit: DEFAULT A coliector: [DEFAULT Q

Biller: DEFAULT Q. Billing Authority: DEFAULT Q

Goto HeaderInfo 2 Address Copy Address

Notes Express Entry

Summary Bill Search Line Search Navigation: [Header-info 1 El [Prev  hed

[5) save | |\ Retunto Search 1] PreviousinList | 4 Nextinlist | [ Motify = s Refresh [+ Add Updale/Display
Header - Infa 1 | Line - Info 1
“ [l

Step Action
12. Click the Save button.
Bl save
H H H n n n
13. Verify that the bill is Saved with a Status of "Canceled.
14. You have successfully completedthe Canceling the Invoice topic.
You have learned to:
- cancel the invoice
End of Procedure.

4.2 Billing a Customer for Bad Checks (Case Related)

Case related bad check processing differs from non-case related because the "billing" is issued by
UCS instead of through GEARS. T his section is a condensed version of the non-case bad check
process as outlined in the previous section, "Billing a Customer for Bad Check Charges (Non-
Case Related)".
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In this section, you will use several pages within in GEARS Billing module to manually enter
case related bad check transactions.
After completingthis section, you will be able to:

e ldentify the Original Bill
e Credit the Original Invoice

4.2.1 Identifying the Original Bill

The first step in processing bad checks is to identify the ordinal bill. If the original bill or invoice
is not known, then the research can be done with a query. If you have the Case or Receipt
Number (whichever value is in the Bill of Lading or Contract Number field), the query will
provide you with the associated Invoice Number so you can credit it and the payment associated
with it.

In this topic, youwill use the Query View pagesin GEARS to query and identify the original
bill.

After completingthis topic, youwill learn how to:
e Query and identify the original bill using the Query Viewer
Procedure

In this topic, youwill use the Query Viewer pages in GEARS to query and identify the original
hill.

Step Action

1. Click the Main Menu button.
2. Begin by navigating tothe Query Viewer page.
Click the Menu notsorted. Click to sortin ascending order. button two times.
3
3. Click the Reporting Tools menu.
| (3 Reporting Tools r |
4. Click the Query menu.
| &3 Query ]
5. Click the Query Viewer menu.
| [=| Query Viewer |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Reporting Took > Query »> Query Viewer
Query Viewer

Enter any information you have and click Search. Leave fields blankfor a list of all values.

“Search By [queryName =l begins with
‘Search Advanced Search

Step Action

6. The Query Viewer search page displays.

Enter the desired information into the Search By Required field. Enter
"AOC_BAD_Check".

7. Click the Search button.
Search
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QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu > Reporting Took > Query > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blankfor a list of all values.

*Search By [queryName B

begins with [AOC_BAD_CHECK
..... Search } Advanced Search
Search Results
“Folder View |—All Folders — ~

Personalize | Find | view 21 | E | #i

First Kl 1 or1 O Last
Runto Runto Runto Add to
Query Name Description Owmer Folder HTML Excel XML Schedule e
AQC_BAD_CHECK Bad Checks by Case# or Ticket  Public HIML |Excel XML  Schedule Eavorite

=]

tion, inD, QRYRUNED);

Step Action

Click the HTML link to view query results online. The data can also be viewed in
Excel.

HTML

[AOC_BAD_CHECK- Bad Checks by Case# or Ticket

Download resulfs in . Excel Spreadshest CSVTextFile XMLFile (1kb)
View All First ] 1-1of 1 [ Last

mvamt | Date |
350.000[011412013

[T wme ] invoice [ Bute |

Acct Date [ Lading [
[1 [mpsz |oo0o000014

[sups2 [011142013 [1238456 [
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Step Action

9. Enter your Case Number at the prompt.

Click onthe Excel SpreadSheet link if you wish to view the data in Excel.

||
[AOC_BAD_CHECK- Bad Checks by Case# or Ticket
Download resuls in . Excel Spreadshest CSVTextFile XMLFile (1kb)
\\_ unt | invoice [ Bute | Acctg Date [ Lading [ mvamt - Date |
[1 [mpsz |oo0o000014 [sups2 [0111a12013 [1238456 [ 350.000[0114/2013 |
fiavascri pt: i tion_win3(doc win3, FICQryDown. .. | Il
Step Action
10. Write down or record the Invoice Number.
In this example, the invoice number is 0000000014.
11. You have successfully completedthe Identifying the Original Bill topic.
You have learned to:
- query and identify the original bill
End of Procedure.

4.2.2 Crediting the Original Invoice

The next step in the Bad Check process is credit the bad check customer's original invoice.
GEARS has a2-in-1 process called Credit and Rebill. A Credit Invoice is created to reverse the
original invoice. A Rebill Invoice with a Status of 'New is also created to re-invoice the
customer.

In this topic, youwill use the Adjust Entire Bill pagesin GEARS to credit the bad check
customer's original invoice.
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After completingthis topic, youwill learn how to:
e Credit a Credit Invoice for a customer's bad check

Procedure

In this topic, youwill use the Adjust Entire Bill pagesin GEARS to manually create an invoice.

Step Action

1. Begin by navigating to the Adjust Entire Bill page.

Click the Main Menu button.
|Main ‘r'vhanu

2. Click the Billing menu.

| (3 Biling 'l
3. Click the Maintain Bills menu.

| £3 Maintain Bils '
4, Click the Adjust Entire Bill menu.

| £ Adjust Entire Bil |

/5 Adjust Entire Bill - Windows Internet Explorer

@—-:-:-v |& htto:forac

ourts state.md.us: 13080 psp/fetsyevPLOVEE/E O [ | #2| X | adustntre sl x
IRACL

Home | ‘Workist | MutiChannelConsole | AddtoFavorites | Sign
Favorites - Main Menu > Biling > Maintain Bils > Adjust Entire Bil

B new window & ntp
Adjust Entire Bill

Enter any information you have and click Search. Leave fields blank for a list of all values

|~ Search Criteria

Business Unit:[= =] - ¥
Invoice: vegins with =] |
customer:  [begins with =] | [s%
Contract: begins with =] |

I” Case Sensitive

[Main Content]

Search Clear  Basic Search Save Search Criteria
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Step Action

5. The Adjust Entire Bill search page displays.

Enter your Business Unit (Batch Agency) in the Business Unit field.

6. Click the Search button.
7. Select the invoice associated with the Bad Check.

/& Adjust Entire Bill - Windows Internet Explorer

@_—\ = [@ ntip:jorad

IRACL

cour s, state.md.us: 13080 psp/ et EMPLOTEEE O 2] | 1| X || () adpst entre 2 x kL

Home | ‘Workist | MutiChannelConsole | AddtoFavortes |  Sign o

Favorites © Main Menu > Biling > Maintain Bils > Adjust Entire Bil

B newwindow [ Personalize Page [ nip

Adjust Entire Bill

Unit: JuDs2 Bill To: Jups2 Anne Arundel County District Court
Invoice: 0000000003 Invoice Amt: 0.00 usD

@ No Bill Action

*Credit Bill: NEXT
-
Credit Entire Bill Rebill Bill: e Header Info 1
" Credit & Rebill
Adjustment Reason: Q
B save| [{4 ReturntoSearch | [+ Previous inList Nt st | [ Notity | | Refresn

Step Action

8. The Adjust Entire Bill page displays.

Click the Credit Entire Bill option.
" Credit Entire Bill

9. Enter the desired information into the Adjustment Reason field. Enter
"BADCHECK".
10. Click the Save button.
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Step

Action

11.

Please make note of the Credit Bill Invoice Number. Also notethe Header Info
hyperlink that nowappears alongside the Invoice Number.

Theonly remaining task is to review the Credit Bill to confirm thisis the correct
invoice. To do this, click on Header Info 1 to access the Credit Bill Header.

Header Info 1

12.

Click the Save button.
Fl Save

13.

Run the Single Action Invoice process.

14.

You have successfully completedthe Crediting and Rebilling the Original Invoice
topic.

You have learned to:
- credit the original invoice
End of Procedure.

Lesson 5 Processing Local Revenue Disbursements

Lesson Overview

The Judiciary collectsrevenue on behalf of local jurisdictions and state agencies. T his lesson
details the process by which the Judiciary will disburse the correct portion of collectedrevenue to
the applicable local jurisdictions and state agencies.

The Local Revenue Dishursement process will generate credit invoices for the correct allocated
amounts based on collected revenue. We leverage the GEARS refund process to load these into
the Accounts Payable module for voucher creation and disbursement. Thissection details the end
to end process by which the Judiciary will disburse the correct portion of collectedrevenue to the
applicable local jurisdictions and state agencies.

Lesson Objectives:
After completingthis section, you will be able to:

Run the local revenue disbursements process
Run the Billing Interface

Review Bills

Update the Invoice Status to Ready

Run the Single Action Invoice Process

Run the AR Update

Review Customer Accounts

Create a Refund Worksheet

Verify the Customer's Account

Load to Accounts Payable for Voucher Creation
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5.1 Running Local Revenue Disbursements Process

Local Revenue Dishursement processing will create credit invoices with a Bill Type of LRV
(Local Revenue) in the correct amount, as defined by the Charge Code to Distribution Code
relationship where the local revenue disbursement amount can be defined by fixed amount or
percentage.

In this topic, youwill use the Local Revenue Disbursement pagesin GEARS to run local
revenue disbursements.

After completingthis topic, youwill learn howto:

e Run local revenue disbursements

Procedure

In this topic, youwill use the Local Revenue Disbursement pagesin GEARS to match and post
the original bill to the credit bill.

Step Action

1. Begin by navigating to the Local Revenue Disbursement page.

Click the Main Menu button.
|r-13in l\ﬂenu

2. Click the Maryland Judiciary menu.

| (3 Maryland Judiciary ¥ |
3. Click the AO C Interfaces menu.

| £3 AOC Interfaces b |
4. Click the Local Revenue Disbursement menu.

| |=| Local Revenue Disbursement

Page 166



Osn Training Guide
{:}Q GEARS AR220 - Managing Customer Billing,
General Enterprise And Resource Support Receivables and Customer Payments -
Circuit Court

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu > Maryland Judiciary > AOC Interfaces > Local Revenue Disbursement

Eew Window 2 Help B http
Local Revenue Disbursement
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

- Search Criteria

Search by: Run Control IDbegins with

[case Sensitive

Search  |Advanced Search

Find an Existing Value | Add a New Valug

Main Content

Step Action

5. The Local Revenue Disbursement search page displays.
Click the Add a New Value tab.
|5ddaNewVMue

iACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favarites : Main Menu » Maryiand Judicary > AOC Interfaces > Local Revenue Disbursement
Enew Window 2 Help B, http

Local Revenue Disbursement

Find an Existing Value Mdal‘lew\ldlle

Run Control ID:||

Add

Find an Existing Value | Add a New Value

Main Content
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Step Action

6. Enter the desired information into the Run Control ID field. Enter "PSKF".

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » Marybnd Judicary > AOC Interfaces > Local Revenue Disbursement
[ New Window 2 Help & http

Local Revenue Disbursement

Find an Existing Value l’ Add aNewVa “"

Run Control ID:[PSKF|

Add

Find an Existing Value | Add a New Value

Step Action

7. Click the Add button.
Add
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites : Main Menu > Maryland Judiciary > AOC Interfaces > Local Revenue Disbursement

& New Window 2 Help [& Personalize Page &, htp

Local Revenue Disbursements Interface

Run Control ID:  PSKF eporiianager Process Monitor il
“Business Unit: Q
*From Date: £
“Through Date: £l
Accounting Date: ]
B save Hotify B+ Add Update/Display

Step Action

8. The Local Revenue Disbursements Interface page displays.

Enter the desired information into the Business Unitfield. Enter "jud53".

9. Enter the desired information into the From Date field. Enter "09/01/12".
10. Enter the desired information into the Through Date field. Enter "09/30/12".
11. Click in the Accounting Date field.

12. Click the Save button.

Bl save

13. Click the Run button.
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QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favarites ~ Main Menu > Maryland Judicary > AOC Interfaces > Local Revenue Disbursement
& New Window ? Help [& Personalize Page B htip

niEn

Process Scheduler Request

User ID: kenvp1 Run Control ID: PSKF
server Name: [N ~ Run Date: [04/03/2013 [
Recurrence: - Run Time:[1:20:50PH Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type Type *Format Distribution
Local Rev Dis Interface AOC_DISINTF  Application Engine  Web = TXT  + Distribution
OK | Cancel |

Step Action

14. The Process Scheduler Request page displays.
Click the O_Kbutton.

IRACLE
Home | Workist | MultiChannel Console | Addto Favorites |

Favorites = Main Menu > Maryland Judicary > AOC Interfaces > Local Revenue Disbursement

@ New Window ? Help [& Personalize Page

Saved |

Local Revenue Disbursements Interface

Run Control ID:  PSKF ReportManager Process Monitor L3R

Process Instance: 18204
Run Control Parameters

“Business Unit.  [JUDS3 |Q

“From Date: [ogro1/2012 |5
“Through Date:  [08/30/2012 5]
Accounting Date:  [09/30/2012 |5

B save | [Z] Hotify Ex Add Update/Display
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Step Action

15. Click the Process Monitor link.
Process Monitor

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites : Main Menu » Maryland Judicary > AOC Interfaces > Local Revenue Disbursement
I New Window ? Help [& Personalize Page |2, hiip
Server List
User ID[kenvpl Q. Type - Last - 1 Days -~ ["Refresi ¢
Server ~  Name Q Instance | to |
Run Status - Distribution Status - Save On Refresh
e L1’ o
Select Instance Seq. Process Type Process Hame User  Run DaterTime Run Status zi;:::““o" Details
18204 Application Engine AOC_DIS_INTF kenvpd 04/03/2013 1:29:50PM EDT Suceess NIA Details
18194 PSJob ARUPDATE  kenvp! |04/03/2013 11:36:304M EDT Success Posted  Details
18187 PSJob ARUPDATE  kenvp! 041032013 11:24:19AM EDT Success Posted Delails
18176 Pslob AOC MAIN | kenvpd |04/03/2013 11:17-01AM EDT Suceess Posted  Defails
18165 PSJob ARUPDATE  kenvp! 04/03/2013 10:59:48AM EDT Success Posted  Detalls
18158 PSJob ARUPDATE  kenvp! 0410312013 10:52:47AK EDT Success Posted  Delails
18145 PSJob AOC MAIN  kenvpl 04/03/2013 10:49:12AM EDT Suceess Posted  Defails
Go backto Local Revenue Di
B save | =) Notify
Process List| Server List
‘ i v

Step Action

16. The Process List page displays.
Click the Refresh button.

17. Verify the Run Status isSuccess and the Distribution StatusisPosted.
Success Posted

18. You have successfully completedthe Running Local Revenue Disbursements
Process topic.

You have learned to:
- process the local revenue disbursement interface
End of Procedure.

5.2 Running the Billing Interface

The Billing Interface transmitsthe local revenue disbursement from the staging table to the
Billing module in GEARS for processing. Bills are loaded with a Status of 'New. T his process is
performed by running the Billing Interface Process.
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e We will generate a PDF report by drilling into the Billing Interface Process in a section of
PeopleSoft called Process Monitor, a centralized repository of information on all
processes ran throughout the application.

In this topic, youwill demonstrate how to initiate the Billing Interface Process, including the
steps to verify that the process ran successfully.

After completingthis topic, youwill learn howto:

e Load local revenue disbursement datafrom the staging table by running the Billing
Interface

Procedure

In this topic, youwill use the Billing Interface pagesin GEARS to match and post the original
bill to the credit hill.

Step Action

1. Begin by navigating to the Process Billing Interface page.

Click the Main Menu button.
|r-13in lﬂenu

2. Click the Sort Menu button.

3
3. Click the Billing menu.

| (3 Biling 'l
4, Click the Interface Transactions menu.

| (1 Interface Transactions ¥ |
5. Click the Process Billing Interface menu.

|=| Process Biling Interface |

Page1/2



(5@GEARS

General Enterprise And Resource Support

Training Guide
AR220 - Managing Customer Billing,
Receivables and Customer Payments -

Circuit Court

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu > Biling > Interface Transactions > Process Biling Interface
Eew Window 2 Help B, http
Process Billing Interface

Enter any information you have and click Search. Leave fields blank for a list of all values.

ZUGEURSEE L VETERE  Add a New Value
— Main Content
- Search Criteria

Run Control ID: begins with ~

[Ccase Sensitive

Search Clear  |Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

javasc tion_win0(doc “#ICSwitchMode); |

Step

Action

The Process Billing Interface search page displays.

Click the Add a New Value tab.
|AddaNewVNue

iACLE
Home | Workist | MultiChannel Console | AddtoFavorites |  Sign out

Favarites : Main Menu »> Bling > Interface Transactions > Process Biling Interface
Enew Window 2 Help B, http

Process Billing Interface

Find an Existing Value Mdal‘lew\ldlle

Run Control ID:

Add

Find an Existing Value | Add a New Value
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Step

Action

"LOCAL_REV_DISB".

Enter the desired information into the Run Control ID field. Enter

Click the Add button.
Add

Favorites = Main Menu > Biling > Interface Transactions > Process Biling Interface

Process Billing Interface

Run Control ID: PSKF poriiianages  Process Monitor iR

“From Interface ID: Q

“To Interface ID: Q

& save [Z] Notify Es Add Update/Display

0 New Window 2 Help [& Personalize Page ) hilp

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Step

Action

The Process Billing Interface page displays.

2|

Click the Look up From Interface ID (Alt+5) button.

10.

Click the 196 link.
0

—

LF)
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites : Main Menu > Biling > Interface Transactions > Process Biling Interface

I NewWindow ? Help [& Personalize Page B http

Process Billing Interface

Run Control ID: PSKF Reporthanager  Process Monitor iR
“From Interface ID: hos/@

“To Interface ID: 198/

& save [Z] Notify Es Add UpdateiDispiay

Step Action

11. Click the Save button.

12. Click the Run button.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu » Biling > Interface Transactions > Process Biling Interface

Process Scheduler Request

User ID: kenvp1 Run Control ID: PSKF

server Name: [N ~ Run Date: [04/03/2013 [

ENewWindow ? Help [ Personalize Page &) hitp

= Interface & VAT Defaulting BIJOBIO1 PsJob (None) = | (None)

OK | Cancel |

Recurrence: - Run Time:[1:32:15P1 Resetto Current Date/Time

Time Zone: Q
L
Select Description Process Name Process Type Type *Format Distribution
[ Billing Interface BIF0001 Application Engine  Web = | TXT = Distribution

- Distribution

Step Action

13. The Process Scheduler Request page displays.

O

lick the Select optionfor Billing Interface.

14. Click the OKbutton.
OK
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| Workist | MuliiChannel Console |  Add to Favorites

Favorites © Main Menu > Biling > Interface Transactions > Process Biling Interface

@ NewWindow ? Help [ Personalize Page

Saved |

Process Billing Interface

Run Control ID: PSKF Reporthlanager  Process Monitor f2un
Process Instance:18205
“From Interface ID: 125 Q
“To Interface ID: 198/
& save [Z] Notify Es Add UpdateiDispiay

Step Action

15. The Process Billing Interface page displays.
Click the Process Monitor link.

Process Monitor

| Workist | MuliiChannel Console |  Add to Favorites Sign out

Favorites © Main Menu > Biling > Interface Transactions > Process Biling Interface

FMew Window ? Help [ Personalize Page &, htp

Actions
User IDken.vp1 Q. Type - Last - [ 1 Days - Refresh
Server ~  MName | Q Instance | o |
_
Run Status A Distribution Status - Save On Refresh

First K1 18018 I Last

Select Instance Seq. Process Type Process Name User  Run Date/Time Run Status W Details
18205 Application Engine BIIFD001 kenvp1 04/03/2013 1:32:15PM EDT Suceess NIA Details
18204 Application Engine AOC_DIS_INTF kenvp1 04/03/2013 1:29:50PM EDT Success Posted Details
18194 PSJob ARUPDATE kenvp1 04/03/2013 11:36:30AM EDT Success Posted Details
18187 PSJob ARUPDATE kenvp1 04/03/2013 11:24:19AM EDT Success Posted Details
18176 PSJob AOC WAIN kenvp1 04/03/201311:17:01AM EDT Success Posted Details
18165 PSJob ARUPDATE kenvp1 04/03/2013 10:59:48AM EDT Success Posted Details
18158 PSJob ARUPDATE kenvp1 04/03/2013 10:52:47AM EDT Suceess Posted Details
18146 PSJob AOC WAIN ken.vp1 04/03/2013 10:49:12AM EDT Success Posted Details

Go back to Process Billing Interface
B save | [ Notity |

Process List | Server List
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Step Action

16. The Process List page displays.
Click the Refresh button.

17. Click the Detailslink.

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites ~ Main Menu > Bilng > Interface Transactions > Process Biling Interface
FMew Window ? Help [& Personalize Page B hiip
Process Detail
Process
Instance 18205 Type application Engine
Name BIIFO001 Description Billing Interface
Run Status Success Distribution Status Posted
[ron
Run Control ID PSKF Hold Request
Location Server Queue Request
Server PSUNX  Cancel Reduest
© Pelete Request
Recurrence Restart Request
Request Created On 04/03/2013 1:32:21PM EDT Parameters Transfer
Run Anytime After 04/03/2013 1:32-15PM EDT Message Log View Locks
Began Process At 04/03/2013 1:32:32PM EDT Batch Timings
Ended Process At 04/03/2013 1:33:00PM EDT View Log/Trace
OK Cancel

Step Action

18. The Process Detail page displays.
Click the Message Log link.
Message Log
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QRACLE

Favorites © Main Menu > Biling > Interface Transactions > Process Biling Interface

Message Log

Instance: 18208 Type: Application Engine
Name: BIIFO001 Description: Billing Interface
Personaze | Find | Viev A0 | B | B rise KT g 016 1 Loat
Severity Log Time Message Text Explain
10 1:32:34PM Bl Interface was started: 196 To: 196 Option: ALL { Expiain
10 1:3246PM Transactions in Error: 0 Explain
10 1:3246PM New Bill Headers Created: 1 | Explain
10 13246PM New Bill Lines Created: 4 Explain
Published message with ID 881160c-0cB4-11e2-af87- -
AR 4257b34dd0c4 to create entry in folder GENERAL _ Bxplain
. Successfully posted generated fles o the report
1:33:00PM opastony Explain
Return
Return (Esc)

Training Guide

AR220 - Managing Customer Billing,
Receivables and Customer Payments -

Circuit Court

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

FMew Window ? Help [ Personalize Page &, hip

Step

Action

19.

The Message Log page displays.

Confirm the number of New Bill Headers created in accurate and thereare 0

transactionsin error.
Click the Return button.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes - Main Menu » Biing > Interface Transactions > Process Bilng Interface
I New Window ? Help [& Personalize Page 5, hiip

Process Detail

Instance 18205 Type Application Engine
Name BIIFO001 Description Billing Interface
Run Status Success Distribution Status Posted
Run Control ID PSKF Hold Request
Location gerver Queue Request

Server PSUNX  Cancel Request
© Delete Request

Recurrence Restart Request
Request Created On 04/03/2013 1:32.21PM EDT Parameters Transfer
Run Anytime After 04/02/2013 1:3215PMEDT  fisssaieing View Locks

Began Process At 04/03/2013 1:32:32PM EDT Batch Timings
Ended Process At 04/03/2013 1:33:00PM EDT View Log/Trace

0K Cancel

Step Action

20. The Process Detail page displays.
Click the O Kbutton.

21. You have successfully completedthe Running the Billing Interface topic.

You have learned to:
- successfully run the Billing Interface to loadthe staging data

End of Procedure.

5.3 Reviewing Bills
After running the Billing Interface, use the Review Bills topic to learn how to search for the

invoices with a Bill Typeof LRV (Local Revenue). Searching for Invoices with a Bill Type of
LRV ensures that they were properly createdand ready for subsequent processing.
After completingthis topic, youwill learn howto:

e Review bills and search for invoices with a hill type 'LRV

Procedure

Inthis topic, youwill use the Standard Billing pages in GEARS Billing to search and review bills
with a 'LRV' hill type status.
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Step Action
1. Begin by navigating to the Bill Entry search page.
Click the Main Menu button.
2. Click the Sort Menu button.
[=]
3. Click the Billing menu.
| 3 Biling |
4, Click the Maintain Bills menu.
[ &3 Maintain Bills |
5. Click the Standard Billing menu.
| 5| standard Biling |
Favorit: M Bili Maintain Bilk Standard Bili T
) i ; ) [ENew Window 2 Help &, hitp
Bill Entry
Business Unit: = - Q
Invoice: begins with v Q
C:lﬁloir'n:?; ;eg\nswnn - Q
Bills in Business Unit: = gv Q
DC:5e Sensitive .
Search Clear  |Basic Search [§) Save Search Criteria
Find an Existing Value | Add a New Value
Step Action
6. The Bill Entry search page displays.
Enter the desired information into the Business Unitfield. Enter "jud53".
7. Click the Search button.
8. Click the LOCAL_REV link.
LOCAL REV|
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QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » Biling > Maintain Blls > Standard Biling

Header - Info 1 Line -Info 1

Unit: JuD53 Invoice: 1000000134 Pretax Amt: -4000 USD

Status: NEW @ Invoice Date: B cyclein: Q
“Type: RV @ source: LOCALREV _ |@  “Frequency: Once MR
“Customer: 1000000024 1@ subcusti: SubCustz:

ENewWindow ? Help [ Personalize Page &) hitp

Local Revenue - Lonaconing

“Invoice Form: NO_PRINT @ From Date: El 1o pate: 5
Accounting Date: 0913012012 B payTerms: MMED A pay Method: Check

Remit To: BOA Q. gank Account: 53 Q

sales: DEFAULT Q. Bill inquiry Phone: Q

Credit: DEFAULT A coliector: [DEFAULT Q

Biller: @ Billing Authority: Q

Goto. Header Info 2 Address Copy Address

Notes Express Entry
Summary Bill Search Line Search Navigation: Header-nfo 1 v |Prev  Mexd
[E save [\ Returnto Search 1] “revnusinist 4F] Nextinlist  [] Notify ), Refresh Ev Add 2

Header - Infa 1 | Line - Info 1

i

Step Action

9. The StandardBilling - Header Info 1 page displays.

Click the Line - Info 1 tab.
Line - Info 1
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QRACLE

| Workist | MufiChannel Console |  Addto Favorites |  Sign out

Favorites © Main Menu > Biling > Maintain Blls > Standard Biling

" Header-Info 1 | (RELEEUIGE]

ENewWindow ? Help [ Personalize Page 1B hitp

Unit: JuDs3 Bill To: 1000000024 Pretax Amt: -40.00 USD
Invoice: 1000000134 Local Revenue - Lonaconing (=] [£]  pax Rows: 5 3 &

Bill Line Find | View Al First ) 10r4 O Last
Identifier Look Up Date: 0410312013 |[s] =
Seq: 1 Line: [ Net Extended: -10.00

Table: & identifier: @ Description: RCS-278-1000000080

Quantity: 1.0000 From Date:
Unit of Measure: EA Q To Date:

Unit Price: -10.0000) Line Type: [¥] Accumulate
Gross Extended: -10.00 Tax Code:

Exempt Cert:

Less Discount: 0.00

Plus Surcharge: 0.00

Net Extended: -10.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: -10.00
Goto Line Info 2 Tax o
Hotes Express Entry
Summary Bill Search Line Search Navigation: Line -nfo 1 v | Prev Next

(@ save| [ Retmtosearen | [{El Frmviion o] (VB Netmiit| [ wotty.| [ Rewesn|

Header-Info 1 | Line - Info 1

Step Action
10. Click the Accounting link.

Accountin

| wWorkist | MuliChannel Console |  Add to Favorites | Sign out

Favarites : Main Menu > Bllng > Maintain Blls > Standard Bilng
ENewWindow ? Help [ Personalize Page 1B hitp

bution

Line - Info 1 Acclg - Rev

Unit: Jups3 Bill To: 1000000024 Pretax Amt: -40.00 USD
Inveice: 1000000134 Local Revenue -Lonaconing (=] [Z]  pax Rows: 5 F =
Bill Line Find | View Al First L. 1of4 B Last
Seq 1 Line: Net Extended: -10.00
Identifier: Description: RCS-279-1000000080

Bl Creates GL Acct Enfries

tor1 0 Lot
Code Batch (-, Fund Account program  APPTOP  aonrenyr  Percentage Amount Budget
Agy Number
[Elpesi1 o [cs3la [sa2rde [3037q [o511 @ 5327 |Q [As321Q [Av2013Q | 100.00] | -10.00
< m ] v
Percent: 10000  Amount: 1000 Gross Extended: -10.00

Goto Line Info 2 Tax Accounting DiscountiSurcharge
Notes Express Entry
Summary Bill Search Line Search Navigation: Acctg - Rev Distribution s

(D save| [ Rewmtosearen| (il Frniainint] (VB Nextmiat) [ivoty.| [do Reesn

Header - Info 1 | Line - Info 1| Acctg - Rev Distribution
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Step

Action

11.

The Acctg - Rev Distribution page displays.

Click the Navigation list.

| Acctg - Rev Distribution - |
QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favortes = Main Menu » Biing > Maintain Blls > Standard Biling
- - - - Acclg - AR Offset -
Acclg - Deferred Rev Dist e [ Personalize Page . hitp
Header-info 1 ) Line -info 1 (e R TS ur Acclg - InterUnit Payables
Acclg - Rev Distribution
Unit JuDs3 Bill To: 1000000024 Pretax Amt: et
Invoice: 1000000134 Local Revenue - Lonaconing (=] [Z]  max Row Accg- InterUnit Expfiny

Address Info

DisciSurcharge

Disc/Surcharge Distribution
Disc/Surcharge Deferred
Header - AR Distribution
Header - Info 1
Header - Info 2
Header - Misc Info
Header - Note

eade d

Seq: 1 Line: Net Extended: -10.00
Identifier: Description: RCS-2
Bl Creates GL Acct Enfries
Bill Line Distribution - Revenue P Ex g
[ TELET  Reforence Information
Code Batch Fund Account Program  APPIOP .

Number

Agy
[# [=]p-es11 a [csaq [s3270Q [3037@ (0511 @ 5327 | [as327 [Av2(
«
F—

Percent: 10000 Amount: 1000 Gross Extended:
Goto Line Info 2 Tax Accounting
Notes Express Entry
Summary Bill Search Line Search Navigation:
[E save [\ Returnto Search 1] Lt 4E] Nextinlist  |[Z] Motify  fl Refresh

Header- Info 1 | Line - Info 1| Acctg - Rev Distribution

Header - Project Info
Header - Senvice Info
Line -Info 1

Line - Info 2

Line - Misc Info

Line - Mote

Line - Order Info

Line - Project Info

Line - Senvice Info
Line - Taxinfo

Line - VAT Info

Line - Workshest Data
Acetg - Rev Distribution

[

-10.00
v

Amount Budget

Er Add

Step

Action

12.

Click the Header - Order Info menu item.
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Worklist /Add to Favorites Sign out

Home annel Console:

ENewWindow ? Help [ Personalize Page 1B hitp

der - nfo 1 Header - Order Info [N PR (o]

JUD53 Bill To:
1000000134

Unit: 1000000024

Invoice:

Local Revenue - Lonaconing

- usb
40.00

Pretax Amt:

RCS-279

PO Ref:
Contract:

Contract Date:

Header - Info 1 | Header - Order Info | Line - Info 1

Freight Terms:
Ship Via

Case Number:

Contract Type: PK Slip No:
OM Bus Unit: Q Sold To: Q

Order No: Q Sold Loc: Q

Order Date: (1 Ship To: Q

Ship Bus Unit: Ship Loc: Q

Ship ID:

Goto: Header Info 2 Address Copy Address
Notes Express Entry

Summary Bill Search Line Search Navigation: Header - Order Info - Prev Next
& save |\ Returnto Search | [+ & $E] NextinList | |[=] Notify = % Refresh

Step Action

13.

Note the Charge Code in the PO Ref field.

Click the Header - Info 1 tab.
|ﬂeader—|nfn1 |

14.

LA LS

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites | Main Menu > Bilng » Maitain Bils > Standard Bilng
ENewWindow ? Help [ Personalize Page 1B hitp

Header-Info 1 |@ECRTITN]

Unit: JuDs3 Invoice: 1000000134 Pretax Amt: -4000 USD

Status: NEW Q. invoice Date: B cycem: Q

“Type: LRV Q source: LOCAL_REV Q “Frequency: Onee B E
“Customer: 1000000024 Q  subCustt: SubCustz:

L )

“Invoice Form: NO_PRINT @ From Date: El 1o pate: B

Accounting Date: 0913012012 Bl payTerms: MMED A pay Metnoa: Check hd
Remit To: BOA Q@ Bank Account 53 Q

sales: DEFAULT Q@ gill nquiry Phone: Q

Credit: DEFAULT @ coliector: [DEFAULT Q

Biller: Q. Billing Authority: Q

Goto Header Info 2 Address Copy Address

— e
Summary Bill Search Line Search Navigation: Header-Info 1 v [Prev  MNed

B save | [ Returntosearch | [+E] Freviousin st [4E] Nextinbist| [ Notity.| [ Retresn Ey-Ada
Header-Info 1 | Line - Info 1

s S = i £
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Step Action
15. The Header - Info 1 page displays.
Click Save.
El save
16. You have successfully completedthe Reviewing Bills topic.

You have learned to:
- search and review bills with a 'LRV' hill type status
End of Procedure.

5.4 Entering the Interest Invoice

As part of the Local Revenue Disbursement, the interest amount needs to be enteredon a separate
bill and combined with the Local Disbursement amounts being sent to each recipient/agency. The
calculation of the interest per disbursement will be done manually as you are doing so today.

In this topic, youwill use the Bill Entry pages in GEARS to manually create an invoice.

After completingthis topic, youwill learn howto:

Procedure

Create a manual credit invoice

In this topic, youwill use the Bill Entry pages in GEARS to manually create an interest invoice.

Step Action
1. Begin by navigating to the Bill Entry page.
Click the Main Menu button.
[Main lﬂenu
2. Click the Menu sort button.
=]
3. Click the Billing menu.
| &3 Biling v
4, Click the Maintain Billsmenuitem.
| &2 maintain Bils ]
5. Click the Standard Billing menu.

| | Standard Biling |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu > Biling > Maintain Blls > Standard Biling

Bill Entry

ZUGEURS TS L AVETERE  Add a New Value

Training Guide

AR220 - Managing Customer Billing,
Receivables and Customer Payments -
Circuit Court

Enew Window 2 Help B, http

Enter any information you have and click Search. Leave fields blank for a list of all values.

Business Unit:

Bills in Business Unit:
Template Invoice Flag:

[case Sensitive

Find an Existing Value | Add a New Value

- Search Criteria

= T

Invoice: egins with a
Bill Status: -
Contract: egins with

b

Customer: peging with Q
b
= v Q

Search Clear  |Basic Search [g] Save Search Criteria

javasc tion_win0(doc '!l‘ICSwlt(thdE‘);]

Step

Action

|AddaNewVNue

The Bill Entry search page displays.

Click the Add a New Value tab.

Bill Entry

Find an Existing Value m

Favorites - Main Menu > Biling > Maintain Bils > Standard Biling

Eew windaw 2 Help B, hitp

BusinessUnit | @

Invoice: T
Bill Type ldentifier:| | Q_

Bill Source: e
Customer: ’7 Qa
Imoice Date: | |5

Accounting Date: | |5

Find an Existing Value | Add a New value
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Step Action

7. The Add a New Value tabdisplays.

Enter the desired information into the Business Unitfield. Enter "JUDO1".

8. Enter the desired information into the Bill Type Identifier field. Enter "INT".

9. Enter the desired information into the Bill Source field. Enter "Local Rev", for
Local Revenue Disbursement.

10. Enter the Local Revenue Customer intothe Customer field. Enter "Local Revenue
Midland".

11. Enter the same date as the other disbursement bills into the Invoice Date field.

12. Enter the desired information into the Accounting Date field. Enter "t".

13. Click the Add button.

Add

Favorites ~ ManMenu > Biing > MantanBils > Stancard Biing
E Newwindow 2 Help [& Personalize Page B hittp
) Line - Infa 1
; ) =

Unit; Jupot Invoice: 0000008372 Pretax Amt: 30000 USD

Status: HEVY A invoice Date: 051242013 B cyclem: DAILY Q

“Type: INT Q Source: LOCAL_REV Q Frequency: Once M- RE]
*Customer: Hubot A subCustt: SubCust2:

Allzgany County Circuit Gourt

“Invoice Form: [MLPUB @ FromDate: El  ropate: B

Accounting Date: 0512412013 B payTerms: MMED A payMethod: Check hd
Remit To: MET @ pank Account: o1 Q

Sales: DEFAULT Q. Bill nquiry Phone: Q

Credit: DEFAULT @ cottector: DEFAULT Q

Biller: DEFAULT Q. Billmg Authority: [DEFAULT Q

Goto Header Info 2 Address Copy Address

Motes Express Entry

Summary Bill Search Line Search Navigation: Header- Info 1 v |Prev  Med

[E) sawe  [Z] motity 7L Retresh Es Add Update/Display
Header- Info 1 | Line - 1o 1

5
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Home | workist | Mt

Favorites - Main Menu > Biling > Maintain Bils > Standard Biling

Bill To: Jupo Pretax Ami: 0.00 UsD

Alegany Gounty Cireuit Court 2 B Max Rows: 5 BB

Identifier Lok Up Date: 05/24/2013 [ =
Seq: 1 Line: Net Extened: 0.00
Table: Q. dentifier: Q. Description:
Quantity: From Date: &=
Unit of Measure: Q To Date: 5]
Unit Price: 0.0000 Line Type: REV Q Accumulate
Gross Extended: 0.00 Tax Code: @ [DTaxExempt
- Exempt Cert: Q
Less Discount: ano
Plus Surcharge: ano
Net Extendedt: .00
VAT Amount: .00
Tax Amount: .00
Net Plus Tax: 0.00
Goto Line Info 2 Tax ol
Hofes Express Eniry
Summary Bill Search Line Search Navigation: Line- Info 1 v [Prev  Hed

&) save [Z] motity 7L Refresh B Add Upiate Display

Header-Info 1 | Line - rfo 1

Step

Action

15.

TheLine - Info 1 page displays.

Enter the desired information into the Table field. Enter "ID".

16.

Click the Look up ldentifier button.
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Look Up Identifier

SetiD: Jupat
illing Currency: uso

Identifier: begins with = |

Description:  begins with = |

Search Results

Mewwu

Identifier Description

BAD-CHECE 01/011352 Bad Check Charge

BUS PAYMENT 01/01/1867 Payment Received

CCS-0020 010141953 Licenses - State

CCS-0044 010141953 Local Licenses - lssuing Fee
CCS-0048 01011952 Local Licenses - Music Box- C
CCS-0050 010141953 Local Licenses - Penalty
CCS-0071 010141952 Local Licenses - lssuing Fee
CCS-0075 01011953 Licenses - Special Retall Clas
CCS-0110 01011952 Licenses - Barton

CCS-0184 010141952 Local Licenses - Pinball- Cou
CCS-0210 010141953 Licenses- C

CCS-0248 01011952 Local Licenses - Music Box §20
CCS-0284 010141952 Local Licenses - Pinball- Cou
CCS-0310 010141952 Licenses - Frosthury
CCS-0348 01011952 Local Licenses - Music Box- C
CCS-0384 01011952 Local Licenses - Pinball- Cou
CCS-0410 01011952 Licenses - Lonaconing
CCS-0484 01011952 Local Licenses - Music Box Add
CCS-0510 010141953 Licenses - Luke

CASARIA IN1NTG5T | ieenes - Midand

Effective
Date

=R

E
ar
B

EEEE
(ol
EEEE

EEEE
(il
EEERE

EEE
ol
BEEE

SE e ]
E E
&
=

Step Action

17. The Look Up Identifier window displays.

Scroll down to the Interest Identifier link.

CCS-012 01/01/1952 Copy

CCS-0 167 01/01/1953 Motary

CCS-0 168 01/01/1953 Motary ©

CCS-0 169 01/01/1953 Motary ©

CCS-0176 01/01/1952 Photocopy

CCS-ORAGE |01/01/1952 Querage fram Check

CCS-P 110 01/01/1953 PasspartFee

CCS-P174 01/01/1952 Pagspart

CCS-P1TE 01/01/1952 Copy - Marriage License

CCS-PI1TT 01/01/1952 Pagspart

CCS-P 192 01/01/1952 Returned Check Fee

CCS-RX00 01/01/1952 Licenses - ssuing Fees

INTEREST ~ |D1/01/1853 Local Revenus Interest

RCS-100 01/01/1952 LR - COS State Transfer Tax

RCS-102 01/01/1952 LR - Lease State Transfer Tax

RCS-104 01/01/1952 LR - Mon-Resident Tax Withhald

RCS-105 01/01/1952 LR - Copr Purchase

RCS-106 01/01/1952 LR - Plat Copy

RCS-108 01/01/1952 LR - Copy Key/Button Reload

RCS-109 01/01/1952 LR - Copy KeyiCash Box Sales

RCS-17 01/01/1952 LR - State Transfer Tax
01/01/1952 LR - Photacopies (per page’
01/01/1952 BL - State License Costs/Penal
01/01/1952 BL - Transfer Fee
01/01/1952 BL - Special Retail Cigaratte
01/01/1952 BL - Issuing Fees

RCS-2532 01/01/1952 BL - County F Lice

RCS-2533 01/01/1952 BL - County Music Box/Device L

RCS-2592 01/01/1952 EC - Bad, d

RCS-2593 01/01/1952 EC - Cell Phohe

RCS-2594 01/01/1952 EC - In-State CanfiTraining

RCS-2599 01/01/1952 EC -

RCS-2597 01/01/1952 EC - Office Phone

RCS-2598 01/01/1952 EC - Postage

RCS-2599 01/01/1952 Marriage - |

RCS-2601 01/01/1952 Marriage - Civil Ceramony

RCS-2603 01/01/1952 Marriage - MR Afidavit

hian

==
fa
B
==

EEEEEEEEE
(ol el ol o el
EEEEEEEEE

E
ar
B
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EEEE

E
a
B

EEEE
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Step

Action

18.

Click the INTEREST link.

[NTEREST]

19.

Enter the desired information into the Gross Extended field. Enter "-200".

Note: Be sure to enter the amount as a negative value.

20.

Click the Save button.
Bl save

21.

Net Extended and Net Plus T ax amount fields.

Click the Accounting link.

=
i

Notice the amount has been automatically entered into the Unit Price, Pretax Amt,

Favorites - Main Menu > Biling > Mantain Bils > Standard Biling

D Newwindow 2 Help [ Personalize Page B, hilp
Heager-info 1 Line - info 1 [(ECEERGERVETETTNNY

Unit: Jupat
0000008372

Bill To: JUD01 Pretax Amt:

Allegany County Gircuit Cout (=] ] pax Rows:

20000 USD 55

5 EE

Imvoice:

Seqr 1 Line:

Met Extended: 200.00

Identifier: INTEREST Description: Local Revenue Interest

Bl Creates GL Acet Entries
B eD it Re

pution - Revenue
)} * Beference Information

Code Batch 0 Fund Account Program  APPIOD
Humber

Agy
[#] [=][po1zrosstia [cot @ [p2roa, [orme (o511 @

Approp ¥r  Percentage Amount Budget

0127 |Q [am27@ [avzo13@ [ tooooo) | 200.00
<[ i ] ’
Percent: 10000 Amount 200.00 Gross Extended: 200,00
Goto Line Info 2 Tax Accounting Discount/Gurcharge
Summar Bill Search Line Search Navigation: Accty - Rev Distribution - Py ‘Next
&) save [Z] motity 7L Refresh Er Add Uptiate Display

Header-Info 1 | Line - Inf0 1 | Accty - Rev Distribution

Step

Action

22.

The Acctg - Rev Distribution tabdisplays.

Review and verify the information on the page. The Bill Line Distribution -

Revenue

section should have 'Interest' in the code field and the other chartfield values should

be in place.

Click the Header - Info 1 link.
[ Header-Info1 |

Page 191




Training Guide

AR220 - Managing Customer Billing,
Receivables and Customer Payments -

Circuit Court

6£;%GEARS

General Enterprise And Resource Support

Favgyites  MainMenu > Bling > Mantsin Bils > Stanard Bling
D Newwindow 2 Help & Personalize Page &) hilp

EEERGERN  Line - infa 1

unit JupDt Invoice: 0000008372 Pretax Amt: 000 vsp

Status: HEVY A invoice Date: 051242013 B cyclem: DAILY Q
“Type: INT A source: LOGAL_REV @, ‘*Frequency: Once M- RE]
*Customer: Hubot A subCustt: SubCust2:

Allegany County Circuit Court
“Invoice Form: HMLPUB @ FromDate: El  ropate: B ~
Accounting Date: 01512412013 Bl payTerms: IMMED A payMethou: Check hd
Remit To: MET @ pank Account: 01 Q

Sales: DEFAULT @ gill nquiry Phone: Q

Credit: DEFAULT @ cottector: DEFAULT Q

Biller: DEFAULT Q. Billmg Authority: [DEFAULT Q
Goto Heaer Info 2 Address Copy Address
Hotes Express Entry frago Serm=]
Surmmary Bill Search Line Search Navigation: Header- Info 1 v |Prev  Med

[E) sawe  [Z] motity 7L Retresh Es Add Update/Display
Header- Info 1 | Line - 1o 1
f i ]

Step Action
23. The Header - Info 1 tab displays once again.
Click the Navigation list.
|Header-lnf|:|1 v|
24. Click the Header - Order Info list item.
[Header - Order Info |
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Receivables and Customer Payments -
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ENewwindow 2 Help [& Personalize Page B hittp

Pretax Amt:

Allegany County Circuit Court

[SECEREAHR oo~ Order o TAEOIEN

Unit: JUDt Bill To: JUDD
Invoice: 0000008372

PO Ref:

Contract: Q
Contract Date: &

Contract Type:

OM Bus Unit: Q

Order No: Q

Ordler Date: &

Ship Bus Unit:

Ship ID:

Goto: Header Info 2 Address
Notes Express Entry

Surarnary Bill Search Line Search

B save Natifty 7 Refresh

Header - Info 1 | Header - Order Info | Line - Info 1

Freight Terms:
Ship Via:

Case Number:
PK Slip No:
Sold To:

Sold Loc:

Ship To:

Ship Loc:

Copy Address

Navigation:

200,00 USD

Header - Order Info -

o
&
2
=
=
=

[Er Add Update/Display

Step

Action

25.

The Header - Order Info page displays.

Enter the desired information into the PO Ref field. Enter "Interest".

26.

Click the Save button.

27.

Click the Heade

Header - Info 1

r - Info 1 tab.
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{5@

GEARS

Favaorites

Main Menu > Blling > Maintain Bils > Standard Biling

B newwindow 7 Help [# Personalize Page B hilp

niEn

Header- Info 1 | Line - 1o 1

Line - Infa 1

Unit: JUDDT Inwoice: 0000008372 Pretax Amt: 20000 USD

Status: HEVY A invoice Date: 051242013 B cyclem: DAILY Q

Type: INT Q. source: LOCAL_REV Q ‘Frequency: Onee M

*Customer: Hubot A subCustt: SubCust2:

Allegany County Circuit Court
“Invoice Form: HMLPUB @ FromDate: El  ropate: B

Accounting Date: 01512412013 Bl payTerms: IMMED A payMethou: Check hd
Remit To: MET @ pank Account: 01 Q

Sales: DEFAULT @ gill nquiry Phone: Q

Credit: DEFAULT @ cottector: DEFAULT Q

Biller: DEFAULT Q. Billmg Authority: [DEFAULT Q
Goto Header Info 2 Address Copy Address
Hetes P
Surmmary Bill Search Line Search Navigation: Header- Info 1 v |Prev  Med

[E) sawe  [Z] motity 7L Retresh Es Add Update/Display

i

Step Action

28.

Notice that the Status of this Interest Invoice is NEW.

Review and verify the information on the page.

Favaorites

Main Menu > Blling > Maintain Bils > Standard Biling

B Newwindow  ? Help [ Personalize Page B hitp

Ling - Infa 1

Unit: JuDot Invoice: 0000008372
Status: HEVY Q
“Type: INT Q
*Customer: HUD1 Q

Allggany County Circuit Court
“Invoice Form: [KMLPUR @
Accounting Date: 0512412013 £l
Remit To: MET @
Sales: DEFAULT @
Credit; DEFAULT Q
Biller: DEFAULT a
Gofo. Header Info 2
Motes Express Entry
Summary Bill Search

[E) sawe  [Z] motity 7L Retresh

Header- Info 1 | Line - 1o 1

Invoice Date:
Source:
SubCust1:

From Date:

Pay Terms:

Bank Account:
Bill Inuiry Phone:
Collector:

Billing Authority:

Address

Line Search

Pretax Amt: 200000 USD

05/24/2013 E cyclem:
LOCAL_REV Q Frequency:

SubCust2:

To Date:
Pay Method:

DEFAULT a
DEFAULT a

Copy Address

Navigation: Header - Info 1

DALY Q
once -Bm
5
Cherk -

Prev Mext

Es Add Update/Display

i
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Step Action

29. You have successfully completedthe Entering the Interest Invoice topic.

You have learned to:
- manually create an interest invoice in GEARS

End of Procedure.

5.5 Updating Invoice Status to Ready

Bills createdfrom the Billing Interface or bills that are created manually will be loaded and saved
with a Status of 'New'. Bills' status must be changed from 'New to 'Ready’, which means ready to
invoice. The system will allow youto process Change Status of Bills for one or multiple bills at
atime. A report file, Invoice Status Change Report is created during this Bill Status Change
process that lists all of the invoices where the status was changed from 'New' to 'Ready".

NOTE: There are two typesof hills, (1) deferred payment trackingand (2) bad checks, that are
saved in the system as placeholders and will never be changed to 'Ready’ status.

In this topic, youwill use the Change Statusof Bills page to change the status of a bill from
‘New to 'Ready".

After completingthis topic, youwill be familiar with how to:

e Change thestatus of bills from '‘New to 'Ready" status
e Run and review the Invoice Status Change Report

Procedure

In this topic, youwill use the Change Statusof Bills pagesin GEARS to change the status of
bills from 'New to 'Ready'.

Step Action

1. Begin by navigating to the Change Statusof Bills page.

Click the Main Menu button.
|Main lﬂenu

2. Click the Sort Menu button.

=1
3. Click the Billing menu.

| 3 Biling *|
4. Click the Maintain Bills menu.

| &3 Maintain Bills |
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Step Action

5. Click the Change Statusof Bills menu.
| [=] Change Status of Bills |

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites = Main Menu > Bilng > Maintain Bils > Change Status of Bils

[ New Window 2 Help & hitp
Bill Status Change
Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

[+

Run Control ID: begins with ~

[Icase Sensitive

Search Clear  |Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Main Content

Step Action

6. The Bill Status Change search page displays.

Click the Search button.

7. Click the PSKF link.
PSKF

8. The Change Status of Bills page displays.

Click the Bill Source option.
) Bill Source

9. Enter the desired information into the Business Unitfield. Enter "jud53".

10. Enter the desired information into the Source field. Enter "LO CAL_REV".

11. Click the Save button.

12. Click the Run button.
Fun
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QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu > Biling > Maintain Blls > Change Status of Bils

Process Scheduler Request

User ID: kenvp1 Run Control ID: PSKF

server Name: [ ~ Run Date: [04/03/2013 [

Training Guide

AR220 - Managing Customer Billing,
Receivables and Customer Payments -

Circuit Court

ENewWindow ? Help [ Personalize Page 1B hitp

Recurrence: - Run Time: [1:38:48P 1 Resetto Current Date/Time
TimeZone:[ @
Select Description Process Name Process Type Type *Format Distribution
Invoice Status Change BIVCSTS SQR Report Web - PDF ~| Distribulion
oK Cancel |

Step

Action

13.

The Process Scheduler Request page displays.

Click the O Kbutton.
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GEARS

General Enterprise And Resource Support

é@

Favorites = Main Menu > Biling > Maintain Bils > Change Status of Bils

Change Status of Bills

Run Control ID: PSKF

Report Manager  Process Monitor &

English

Language:

New [C]Ready
[CIHold [CIcanceled
[Tl Pending

*New Bill Status:

[l include Consolidation Group

Business Unit:

Bill Cycle
Date Bill Added
Range ID

Source:

B save| Q& RetuntoSearch | [+E] PreviousinList | [+ 1ot Lt | [ Hotify

Process Instance: 18206

To Status
Ready Bill

Jubsa |
LOCAL_REV @

hannel Cons:

/Add to Favorites

@ New Window ? Help [& Personalize Page

Saved |

v Add Update

Step Action

14.

Click the Process Monitor link.

Process Maonitar

The Change Status of Bills page displays.

Home

Favorites = Main Menu > Biling > Maintain Bils > Change Status of Bils

| workist |

MultiChannel Console | Addto Favorites | Sign out

FMew Window ? Help [& Personalize Page B hiip

Actions
User In|kenvp1 a  Type - Last - [
Server Hame Q Instance to
ken.vp1
Run Status - Distribution Status v ‘Save On Refresh

Select Instance Seq. Process Type Process ame User  Run DatelTime

18206 SQR Report BIVCSTS kenvp! 04/03/2013 1:38:48PM EDT
18205 Application Engine BIIF0001 kenvp1 04/03/2013 1:32:115PM EDT
18204 Application Engine AOC_DIS_INTF kenvp1 04/03/2013 1:29:50PM EDT
18194 PSJob ARUPDATE kenvp! 04/03/2013 11:36:30AM EDT
18187 PSJob ARUPDATE ken.vp1 04/03/2013 11:24:19AM EDT
18176 P8Job AOC MAIN kenvp! 04/03/2013 11:17:01AM EDT
18165 PSJob ARUPDATE kenvp! 04/03/2013 10:59:48AM EDT
18158 PSJob ARUPDATE kenvp1 04/03/2013 10:52:47AM EDT
18146 P8Job AOC MAIN kenvp! 04/03/2013 10:49:12AM EDT

Go back to Bill Status Change
& save [=] Notify

Process List| Server List

1

Days

—

Run Status Details
Queued Details
Success Posted Details
Success Fosted Details
Success Posted Details
Success Posted Details
Success Fosted Details
Success Posted Details
Success Posted Details
Success Fosted Details

Refresh

ion
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Step

Action

15.

TheProcess List page displays.

Click the Refresh button.
Refresh |

16.

Click the Detailslink.

QIRACLE

Favorites © Main Menu > Biling > Maintain Blls > Change Status of Bils

Process Detail

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

FMew Window ? Help [ Personalize Page &, hiip

Process
Instance 18206 Type SOR Report
Name BINCSTS Description Invoice Status Change
Run Status Success Distribution Status Postea
s i
Run Control ID PSKF Hold Request
Location Server Queue Request
Server PSUNX  Cancel Reauest
© Peists Request
Recurrence Restart Request
Request Created On 04/03/2013 1:3851PM EDT Parameters Transfer
Run Anytime After 04/02/2013 1:38:48PM EDT MessageLog
Began Process At 04/02/2013 1:33.04PM EDT Batch Timings
Ended Process At 04/03/2013 1:39-17PMEDT  ViewLog/Trace
OK Cancel

17.

The Process Detail page displays.

Click the View Log/Trace link.

iew LogMrace
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QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Maintain Bils > Change Status of Bils

FMew Window ? Help [& Personalize Page B hiip

View Log/Trace

Report
ReportiD: 13393 Process Instance: 18206 filessage Tog
Name: BIVCSTS Process Type: SOR Report

Run Status: Success

Invoice Status Change

Distribution Details

Distribution Node:  PSUNIX Expiration Date:
Hame File Size (bytes)  Datetime Created
SGR_BIVCSTS 1820600 1,535 04/03/2013 1:39:17.719210PW EDT
bilvests 18206.PDF 1,652 04/03/2013 1:39:17.719210PW EDT
biivests 18206 out 0 04/02/2013 1:39:17.719210PW EDT
Distribution ID Type ZDistribution ID
User kenvp1

Return

http://oracleld.courts.state.md.us:13080/ psreports/fstst/13393/biivcsts_182...

Step Action

18. The View Log/Trace page displays.

Click the biivcsts_18206.PDF link.
[biivcsts 18206.PDF|

Pecplesott BI
Bepors ID. BITVCETE INVDICE ETRTUS CHANGE RERORT

Seatus it Taw 3 Type BilIS - & : Nusber Line Level Error Message

Juns3 1000080134 2 Locs i 1000000024

Range Dption BILL EOURCE
BAll Gource 18,  LOCAL REV
Businsss Unit.  JUDS3

Tetal Nuster of bills updated.
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Step Action
19. The Invoice Status Change Report displays in a separate window. Thisreport
displays the bill(s) that were changed to a'Ready"' status.
Verify that the Statusis"RDY" for the same number of bills that were created in the
Billing Interface process, and Interest Bills.
Step Action
20. Click the Close Tab (Ctrl+W) button.

[X]
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QlRACLE

Home | Workist | MultiChannel Console |  Addto Favorites

Favorites = Main Menu > Biling > Maintain Bils > Change Status of Bils

FMew Window ? Help [& Personalize Page B hiip

View Log/Trace

ReportID: 13393 Process Instance: 18206 Message Log
Name: BIVCSTS Process Type: SOR Report
Run Status: Success

Invoice Status Change

Distribution Details

Distribution Node:  PSUNIX Expiration Date:
HName File Size (bytes) Datetime Created

SGR_BIVCSTS 1820600 1535 04/03/2013 1:39:17.719210PW EDT
Bitvesis 18308 PR 1,652 04/03/2013 1:39:17 719210PM EDT
biivests 18206 out 0 04/02/2013 1:39:17.719210PW EDT
Distribution ID Type ZDistribution ID

User kenvp1

| Return |

Step Action

21. The View Log/Trace page displays.
Click the Return button.

LIAaCLS

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Biling > Maintain Bils > Change Status of Bils

FMew Window ? Help [& Personalize Page B htip

Process Detail

Instance 18206 Type SQR Report
Name BIVCSTS Description Invoice Status Change
Run Status Success Distribution Status Posted
R |
Run Control ID PSKF Hold Request
Location gerver ‘Queue Request

Cancel Request

Server PSUNX
© Delete Request

Recurrence Restart Request

Request Created On 04/03/2013 1:38:51PM EDT Parameters Transfer
Run Anytime After 04/03/2013 1:38:48PM EDT Message Log
Began Process At 04/02/2013 1:39:04PM EDT Batch Timings

Ended Process At 04/03/2013 1:39:17PM EDT Wiewogirace

|-oKk || cancel |
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Step Action

22. The Process Detail page displays.

Click the O Kbutton.

Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites © Main Menu > Bilng > Maintain Blls > Change Status of Bils
) New Window ? Help [& Personalize Page |2, hiip
w Server List
User ID[kenvp Q. Type ~ Last - 1 Daps - Refresh
Server ~  MName | Q Instance | to |
Run Status - Distribution Status - Save On Refresh
Select Instance Seq. Process Type Process Hame User  Run DatelTime Run Status zi;:::““o" Details
18206 SOR Report BIVCSTS kenvpl 04/03/2013 1:38:48PM EDT Success Posted Heiaiiz
18205 Application Engine BIF0001 kenvp1 0410312013 1:32:15PM EDT Success  Posted  Details
18204 Application Engine AOC_DIS_INTF kenvp1 04/03/2013 1:29:50PM EDT Success  Posted  Defails
18194 PSJob ARUPDATE  kenvpi O04/03/2013113630AMEDT  Success  Posted  Details
18187 PSJon ARUPDATE  kenvpi 04/03/201311:24:19AMEDT  Success  Posted  Dstals
18176 PSJod kenvp! 041032013 111701AMEDT  Success  Posted  Defails
18185 PSJob ARUPDATE  kenupi 04/03/201310.59.4BAMEDT  Success  Posted  Details
18158 PSJon SRUPDATE  kenvpi 04/03/201310:5247AMEDT  Success  Posted  Dstals
18145 PSJod AOC MAIN  kenvpl 04032013 10:49.12AMEDT  Success  Posted  Defails
Go back to Bill Status Change
& save [=] Notify
Process List| Server List
itp://oracleLt.courts state.md.usi1 3080/ psp/Fstst/ EMPLOYEE/ERP/h/ ftab=... | - .
Step Action
23. TheProcess List page displays.
Click the Save button.
E save
24, You have successfully completedthe Updating the Invoice Status to Ready topic.
You have learned to:
- change the Bill Status
- generate an Invoice Status Change report for review
End of Procedure.

5.6 Running the Single Action Invoice Process

Running the Single Action Invoice job includes several processes. T he bills must have a status of
"RDY" (Ready to Invoice) before this process is run. T he first process, Finalization, createsthe
invoice and PDF file for printing, should you choose to print. T he next will create the accounting
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lines for the Revenue and AR distribution. Lastly, the interface process, "Load Invoices to AR",
loads the invoices, which now have a status of "INV" (Invoiced), into the pending AR customer
files (pending Accounts Receivable tables). When the process completes, two reports ("Load GL
Accounting Entries” and "Load AR Pending Items") are available to be generated and viewed.
These reportslist the amount of each invoice that was part of the batch.

Upon completion of this process the AR Update process will need to be executed in order for the
invoices to be viewable inthe customer accounts.

After completingthis topic, youwill be familiar with how the:
e Bill status is changed from 'RDY" (ready) to'INV' (invoiced).
e Change Status of Bills report isgenerated in the Finalize and Print process for review.

e "Load GL Accounting Entries" and "Load AR Pending Items" reportsare available for
review in the process monitor.

Procedure

In this topic, youwill learn how to execute the single action invoice process.

Step Action

1. Begin by navigating to the Single Action Invoice page.

Click the Main Menu button.

|MMnfmnu
2. Click the Sort Menu button.

=1
3. Click the Billing menu.

| (3 Biling *|
4, Click the Generate Invoices menu.

| (1 Generate Invoices 4 |
5. Click the Non-Consolidated menu.

| (3 Non-Consolidated >|
6. Click the Single Action Invoice menu.

| Single Action Invoice |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Bilng » Generate Invoices > Non-Consoidated > Single Action Invoice

Single Action Invoice
Enter any information you have and click Search. Leave fields blank for a list of all values.

I8 Add a New Value

- Search Criteria
Run Control ID: begins with ~

[case Sensitive

Search Clear  |Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

Training Guide

AR220 - Managing Customer Billing,
Receivables and Customer Payments -

Circuit Court

0 New Window 2 Help {5, hitp

Step

Action

The Single Action Invoice page displays.

NOTE: Click the Add a New Value tabif thereisn't an existing value available for

Local_Revenue available.

Click the Search button.
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Favorites

or Workiist | MufliChannel Console |  Add to Favorites |
Main Menu > Bilng > Generate Invoices > Non-Consolidated > Single Action Invoice

& New Window 2 Help &, hitp

niEn

Single Action Invoice

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Run Control ID: begins with ~ |

[Icase sensitive

Search Clear  |Basic Search [g] Save Search Criteria

Search Results

View All  First [4] 1-2of2 [3] Last
Run Control ID Language Code
BEBIH English

PSBIP 1000000050 Endlish

PSKE Endlish

Find an Existing Value | Add a New Valug

Step Action

8. Click the PSKF link.
PSKH

OIACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Bilng > Generate Invoices > Non-Consoldated > Single Action Invoice
ENew Window 2 Help [& Personalize Page B} hitp
Single Aclion Invoice  [@RTISFTLES
Run Control ID: PSKF Report Manager Process Monitor i
Language:  English  ~
Selection Parameters Find | Views All_ First K1 4 or4 O Last
Seq Nbr: 1 HE
Invoice Date Option
rocessing Date
ser Defined
Posting Action
© Batch Standard
Range Selection
Business Unit: @
Invoice ID From O
CustiD rom Invoice:
Bill Type To Invoice:

) Bill Source
ublic Voucher Number

B save | Q. RetumntoSearch | 4] PreviousinList | |+F lexiinList | |[=] Notify

Add | | pd

Single Action Invoice | Print Options
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Step Action

9. The Single Action Invoice page displays.

Click the Bill Source option.

) Bill Source
10. Click the Batch Standard option.

(@) Batch Standard
11. Click the Processing Date option.

@ Processing Date
12. Enter the desired information into the Business Unitfield. Enter "jud53".
13. Enter the desired information into the Source field. Enter "LO CAL_REV".
14, Click the Bills To Be Processed button.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites : Main Menu » Bilng » Generate Invoices > Non-Consoidated > Single Action Invoice

@INewWindow ? Help [ Personalize Page

Saved |

Bills To Be Processed

||
BIUnit Invoice Status  Customer Inv Layout LayoutType  Bill To Media

JUD53 1000000134 RDY 1000000024  XMLPUB X Print Copy

Return

Step Action

15. The Billsto be Processed page displays.
Click the Return button.
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é@

QlRACLE

Favorites

Single Action Invoice Print Options:

Run Control ID: PSKF Report Manager Process Monitor Ry

Language:  English  ~
Selection Parameters
Seq Nbr: 1

Invoice Date Option

) Specified ©) Recipient's

Business Unit: Jubs3 @
Source: LOCAL_REVQ@,
ill Cycle

ublic Voucher Number

B save | Q. RetumntoSearch | 4] PreviousinList | |+F lexiinList | |[=] Notify B Add Upds
Single Action Invoice | Print Options

Home | Workist | MultiChannel Console
Main Menu > Bilng > Generate Invoices > Non-Consolidated > Single Action Invoice

& New Window ? Help [5 Personalize Page

GEARS

General Enterprise And Resource Support

Addto Favorites | Sign out

neea P

Step

Action

16.

The Single Action Invoice page displays.

Click the Run button.
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Favorites

Process Scheduler Request

User ID: kenvp1 Run Control ID: PSKF

Run Date:[04/03/2013 El
- Run Time:[1:41:57PH

server Name: N ~

Recurrence:

Time Zone: Q

Select Description

Resetto Current Date/Time

Process Name Process Type Type *Format Distribution
= AOC Invoicing - GRANTS ONLY AOC_GMBI PSJob

(None) ~| (None) -+ Distribution
[0  AQCCircuit& District Courts AOC_MAIN PSJob

(Nong) ~| (None) ~ Distribution
BIVC000

[l Pre-process & Finalization Application Engine ~ Web = TXT

| Distribution

OK | Cancel |

| wWorkist | MuliChannel Console
Main Menu > Bilng > Generate Invoices > Non-Consolidated > Single Action Invoice

& New Window ? Help [E Personalize Page

Add to Favorites

neea P
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Step

Action

17.

(@)

The Process Scheduler Request page displays.

lick the Select optionfor AOC Circuit and District Courts.

18.

Click the O Kbutton.
(814

QIRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu > Biling > Generate Invoices > Non-Consolidated > Single Action Invoice

T2 Print Options

@I NewWindow ? Help [ Personalize Page

Saved |

Run Control ID: PSKF

Language:  English ~ | @ Specified ) Recipient's

Seq Nbr: 1
[ Invoice Dz 0

@ Processing Date
© User Defined
[Posting Actio

©) Do Not Post @ Batch Standard
[ Range S
N B Business Unit:
© A © Invoice ID
O Bill Cycle CustID souree:
© Date Bill Added © Bill Type
© Range ID @ Bill Source
© P{0k Ente) pr Number
B save | |\ RetuntoSearch |t Previousinlist 4 [] Notify

Single Action Invoice | Print Options

Report Manager Process Monitor %

Process Instance:18207

Jups3|q
LOCAL_REV@,
By Add

Step

Action

19.

The Single Action Invoice page displays.
Click the Process Monitor link.
Process Monitor
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

FMew Window ? Help [& Personalize Page B hiip

Actions
User D kenvpl Q  Type - Last - 1 Days - Refresh
Server E«E -~ Wame[ @ stance | |t [ |
Run Status - Distribution Status v Save On Refresh

Personalize | Find | View All|

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status H
18207 PSJob AOC MAIN  kenvpi 04/03/2013 1:41:57PM EDT Queued NIA Details
18206 SQR Report BIVCSTS kenvpl |04/03/2013 1:38:48PM EDT Success Posted  Details
18208 Application Engine BIF0001 kenvp! 04/03/2013 1:32:15PM EDT Success Posted  Defails
18204 Application Engine AOC_DIS_INTF kenvpd 04/03/2013 1:29:50PM EDT Suceess Posted  Defails
18194 PSJob ARUPDATE  kenvp! 04/03/2013 11:36:304M EDT Success Posted  Details
18187 PSJob ARUPDATE  kenvp! 04/03/2013 11:24:19AM EDT Success Posted  Defails
18176 PSJob AOC MAIN  kenvpd 04/03/2013 11:17:01AM EDT Suceess Posted  Defails
18165 PSJob ARUPDATE  kenvp! |04/03/2013 10:59:48AM EDT Success Posted  Details
18158 PSJob ARUPDATE  kenvp! 04/03/2013 10:52:47AM EDT Success Posted  Defails
18146 Pslob AOC MAIN  kenvpl |04/03/2013 10:49:12AM EDT Suceess Posted  Defails

Go back to Single Action Invoice
B save | |E) Notify

Process List | Server List

Step Action

20. The Process List page displays.
Click the Refresh button.

21. Click the AOC_MAIN link.
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| Workist | MuliChannel Console |  Add to Favorites |  Sign out

H
Favorites © Main Menu > Biling > Generate Invoices > Non-Consoidated > Single Action Invoice

FMew Window ? Help [ Personalize Page &, hip
Process Detail

Process Name:  AOC_MAIN {"Refresh

Main Job Instance: 15207
Left | Right

B& 18207 - AOC MAIN Success
18208 - BIIVC000 Success
18209 - Bl IVCEXT Success
18215 - BIXPJ0O Success
18210 - BICURCNV Success
18211 - BIPRELD Success
182 LDGLO1 Success
18213 -FS BP Success
18214 - BILDARO1 Success

@R

+

HREEE

Return

Step

Action

22.

The Process Detail page displays.

Click the 18208 - BII\VC000 Success link.
[18208 - BIVCO00 Success|

| wWorkist | MufiChannel Console |  Add to Favorites |  Sign out

Favorites © Main Menu > Biling > Generate Invoices > Non-Consoidated > Single Action Invoice

FMew Window ? Help [ Personalize Page &, hip

Process Detail

Instance 18208 Type Application Engine
Name BIVC00O Description Pre-process & Finalization
Run Status Success Distribution Status Posted
R
Run Control ID PSKF Hold Request
Location server Queue Request

Cancel Request
Delete Request

Server PSUNX

Recurrence Restart Request
RequestCreated On 04/03/2013 1:4203PMEDT  Pafamsted Transfer
Run Anytime After 04/03/2013 1:41:57PMEDT  Message Log view Locks
Began Process At 04/03/2013 1:4220PMEDT  Batch Timinas
Ended Process At 041022013 14234PMEDT  ViewLooTrace
oK Cancel

javasc tion_win0(doc 'PMN_DERIVED_INDEX_ETN');} m
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Step Action

23. Click the Message Log link.

QIRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

FMew Window ? Help [& Personalize Page B hip
Message Log

Process
Instance: 18208 Type: Application Engine
Name: BIVC000 Description: Pre-process & Finalization

Personalze | Find | View A1V | 3 Fiet KL 15016 1 [ast

Severity Log Time Message Text Explain
10 1:42:24P1 1 bill(s) were selected for processing { Explain |
10 1:42:24P1 0 bill(s) were found to contain errar(s). | Explain
10 1:42:24P0 1 bill(s) were processed successfully. Explain
10 1:42:24PM Total amount processed: -40 in USD. Explain
. Published message with ID dde248d2-9c85-11e2-af87-
T 4257b34dd0c4 o create entry in folder GENERAL kil
Successfully posted generated files to the report =
1:42:34PM repository Explain
Return

L

Step Action

24, The Message Log page displays.
Click the Return button.
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| Workist | MulliChannel Console | Add to Favorites Sign out

H
Favarites : Main Menu > Blng > Generate Invoices > Non-Consoidated > Single Action Invoice
FMew Window ? Help [ Personalize Page [B

Process Detail

Instance 18208 Type Application Engine
Name BIVC00O Description Pre-process & Finalization
Run Status Success Distribution Status Posted
T
Run Control ID PSKF Hold Request
Location server Queue Request

Cancel Request
Delete Request

Server PSUNX

Recurrence Restart Request
RequestCreated On 04/03/2013 1:4203PMEDT  Parameters Transfer
Run Anytime After 041032013 141:57PMEDT  §jS3530810d view Locks
Began Process At 04/03/2013 1:4220PMEDT Batch Timinas
Ended Process At 041022013 14234PMEDT  ViewLooTrace
oK Cancel

hitp

Step

Action

25.

The Process Detail page displays.
Click the OK button.

Home | Workist | MuliChannel Console | Addto Favorites
Favorites : Main Menu » Bilng » Generate Invoices > Non-Consoidated > Single Action Invoice
FNew Window ? Help [ Personalize Page [B

Process Detail

Process Name:  AOC_MAIN Refresh

Main Job Instance: 15207
Left | Right

B& 18207 - AOC MAIN Success
18208 - BIIVC000 Success
18209 - Bl IVCEXT Success

18210 - BICURCNV Success
18211 - BIPRELD Success
18212 - BILDGLO1 Success

AHEAARERE

18214 - BILDARO1 Success

Return

javasc tion_wind{doc #IC |_PRCSLISTT... | =

hitp
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Step Action

26. Click the 18214 - BILDARO1 Success link.
[18214 - BILDARO1 Success|

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice
FMew Window ? Help [& Personalize Page B hiip
Process Detail
Process
Instance 18214 Type SR Report
Name BILDARD1 Description Load AR Pending ltems
Run Status Success Distribution Status Posted
[ron
Run Control ID PSKF Hold Request
Location gerver Queue Request
Server PSUNX Cancel Request
Delete Request
Recurrence Restart Request
Request Created On 04/03/2013 1:42:03PM EDT Paameterd Transfer
Run Anytime After 04/03/2013 1:41:57PM EDT lMessage Log
Began Process At 04/03/2013 1:44:29PM EDT Batch Timings
Ended Process At 04/03/2013 1:44:43PM EDT View Log/Trace
OK Cancel
javasc tion_win0(doc "PMN_DERIVED_MESSAGELO... } = -

Step Action

27. Click the Message Log link.
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Favorites © Main Menu > Biling > Generate Invoices > Non-Consoidated > Single Action Invoice

Message Log

Process
Instance: 18214
Name: BILDARO1

Severity Log Time

1:44:20PM

1:44:20PM

1:44:29PM

1:44:20PM

10 1:44:20PM

1:44:43PM

1:44:43PM

Return

Description: Load AR Pending Items

First K1 47017 1 Lost

Personalize | Find | Vi v Al B

Option: BILL SOURCE Bill Source Id:
REV

Business Unit JUD53. Post Action: Post Later

Group ID 393 added with 1 AR entries totaling -40.00. #
of inveices processed in group: 1

Total # of invoices processed: 1. Total # of AR entries

Published message with ID 2ad142c4-9¢86-1182-af87-
d2a7b34dd0c4 to create entry in folder GENERAL.

Successfully posted generated files to the report

Training Guide

AR220 - Managing Customer Billing,
Receivables and Customer Payments -
Circuit Court

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

FMew Window ? Help [ Personalize Page &, hip

Explain

£ Explain

| Explain
Explain

| Explain

| Explain
Explain

| Explain

L 3

Step

Action

28.

The Message Log page displays.

Confirma that 0 Bills were found to contain errors.

Click the Return button.
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Favortes ~ Main Menu » Bilng

Generate Invoices

Process Detail

Instance 18214
Name BILDARO1
Run Status Success

Request Created On 04/03/2013 1:42:03PM EDT
Run Anytime After 04/03/2013 1:41:57PM EDT
Began Process At 04/03/2013 1:44:29PM EDT
Ended Process At 04/03/2013 1:44:43PM EDT

oK Cancel |

Non-Consolidated

Single Action Invoice

Type SOR Report
Description Load AR Pending ltems

Distribution Status Posted

i W i

Paramsters
ilgzsanelog
Batch Timings
View Log/Trace

Transfer

FMew Window ? Help [H Personalize Page B hiip

Process

Run Control ID. PSKF Hold Request
Location server Queue Request
Server PSUNX Cancel Request
Delete Request
Recurrence Restart Request
e T

utiChannel Consol

Add to Favorites

i

Step Action

29.

Click the O Kbutton.

The Process Detail page displays.

Home |

Worklist

| MultiChannel Console

Favorites  Main Menu > Bilng > Generate Invoices > fon-Consoldated > Single Action Invoice
ENew Window ? Help [& Personalize Page 3, htp
Server List
Actions
User In|kenvp1 Q.  Type - Last - [ 1 Days ~  Refresh |
Server ~  Hame | @ Instance o[ |
Run Status - Distribution Status v ‘Save On Refresh

Select Instance Seq. Process Type

[] |18207 PSlob

] |18208 SR Report BIVCSTS
] |18208 Application Engine BIF0001
[ |18204 Application Engine

[ |18194 PSJod ARUPDATE
O |18187 PSJob ARUPDATE
O |18176 2 AOC MAIN
] |18185 PSJob ARUPDATE
] |18158 PSJob ARUPDATE
[ |18148 PSlob AGC MAIN

Go back to Single Action Invoice
|2 save | [ Notity |

Process List | Server List

Process lame User

AOC_DIS_INTF kenup1

Run Date/Time

kenvp! 04/03/2013 1.41:57PM EDT
04/03/2013 1:38:48PM EDT
04/03/2013 1:32:15PM EDT

04/03/2013 1:29:50PM EDT

ken.vp1
ken.vp1

04/03/2013 11:36:30AM EDT
04/03/2013 11:24:19AM EDT
04/03/2013 11:17:01AM EDT

ken.vp1
ken.vp1
ken.upi
04/03/2013 10:59:48AM EDT
04/03/2013 10:52:47AW EDT
04/03/2013 10:49:12A1 EDT

ken.vp1
ken.vp1
ken.vpi

Run Status

Success
Success
Success
Success
Success
Success
Success
Success
Success

Success

Details
Posted Details
Posted Details
Posted Details
Posted Details
Posted Details
Fosted Details
Posted Details
Posted Details
Posted Details
Posted Details

Addto Favorites | Sign out

i
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Step

Action

30.

TheProcess List page displays.

Click the Go back to Single Action Invoice link.
[Go back to Single Action Invoice)

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites : Main Menu > Bilng » Generate Invoices > Non-Consoldated > Single Action Invoice
FMew Window ? Help [ Personalize Page &, hip

‘Single Action Invoice  JE=IRTVILE
Run Control ID: PSKF Report Manager Process Monitor s
Language:  English v @ peciiied © Recipient's
Selection Parameters Find | View a1l First K 1011 O Last
Seq Nbr: 1 HE
Invoice Date Option

© Processing Date
© user Defined
© Do Not Post @ Batch Standard
©an
© Bill Cycle
_) Date Bill Added
© Range ID
© Public Voucher Number

Business Unit:

upsa |q
[Loca_Rreva,

© Invoice 1D
) Cust ID
%) Bill Type
® Bill Source

Source:

[E save /X Returnto Search  [=] Notify

Er Add | [ 1)

Single Action Inveice | Print Options

Main Content

Step

Action

31.

Click the Report Manager link.

| Report r-a1anager|
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QlRACLE

Home | Workist | MultiChannel Console Addto Favorites | Sign out
Favorites = Main Menu » Bilng > Generate Invoices > Non-Consoidated > Single Action Invoice

FNew Window [ Personalize Page B, http
W Explorer | Administration | ( Archives

View Reports For
Folder:

Instance: to: Refresh
Name: Created On: | [H Last - 1 Days =

Report Description Folder Name

1 Report

Go backto Single Action Invoice
B seve |

List | Explorer | Administration | Archives

Step Action

32. The Report Manager - List page displays.

Click the Administration tab.
| Administration

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Bling > Generate Invoices » Non-Consoidated > Single Action Invoice
FNew Window [ Personalize Page B, http
Ust \( Explorer TR Archives
View Reports For
UserID: Type: Last 1 Days - Refresh
Status: ~  Folder: ~ Instance: | to: |
First K 1200130 O Last
Report Prcs uest =
Select D e Desc! Date/Time Format  Status Det
Text
&l 9881 13527 Voucher Build 062712013 ke posted |Details
5:58:34PN
(b}
Text
] 9879 13525 AR REFUND OB2712013 Fijss  posted |Details
556.24P1
(.bat)
Text
B 9873 13519 PSIAR Posting 062772013 ko posted |Details
5:45:48PM
(*.bd)
osie7r2013 |10
] 9872 13518  PS/AR Pending Group Generator Files  Posted |Details
5:45.48PM
(b}
Text
a] 9871 13515 PSIAR Recelvable Update2 OB2T12013  Fijss  Posted | Details
5.45.48PM
(k)
os7i2013 | 14
] 9870 13514 PS/ARReceivable Update Files  Posted |Details
545:48P
(*.bd)
Text
&l 9869 13512 PSIAR Posfing 062712013 ke posted |Details
5:4151PM
(b}
Text
] 9868 13511 PSIRPending Group Generater | 02/20'3 |Fjles  Posted |Detalls
5.4151PN
(.bat)
os7i2013 | 14
] 9867 13508 PS/AR Recelvable Update2 Files  Posted Details
54151PM
(*.bd)
osie7r2013 | 10
] 9866 13507 PS/AR Receivable Update Files  Posted |Details
5:4151PM
(b}
0612712013 Acrobat
la] 9854 13488  On-DemandProcess oot Gy |Posted |Details |
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Step Action

33. The Administration tabdisplays.

Review the Load AR Pending Items and the Load GL Interface reports. Confirm
each of these reportshasthe correct invoice number count and invoice amounts.

34. You have successfully completedthe Run the Single Action Invoice Process topic.

You have learned to:
- execute the single action invoice process
End of Procedure.

5.7 Running the AR Update

Upon completion of the Single Action Invoice process, the AR Update process will need to be
executed in order for the invoicesto be viewable in the customer accounts. The Run AR Update
(ARUPDATE) process will then post itemsin Billing and paymentsand maintenance activities
in Accounts Receivable. The process updates customer balances and item status and creates
accounting entries for a specified Business Unit within an accounting date range.

It is important to note that when the ARUPDATE job is run, all activity set to post for a business
unit will be posted, regardless of the type of activity. For example, if pending billing items and
paymentsfora batch agency are set to post, both the pending item activity and the payment
activity will be posted.

After completingthis topic, youwill learn howto:
e Processthe Run AR Update (ARUPDATE)
Procedure

In this topic, youwill learn howto execute the AR update (ARUPDATE).

Step Action

1. Begin by navigating to the Request Receivables Update page.

Click the Main Menu button.

Main Menu

2. Click the Sort Menu button.
=]
3. Click the Accounts Receivable menu.
| (3 Accounts Receivable 3
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Step Action
4, Click the Receivables Update menu.
| (3 Receivables Update 4 |
5. Click the Request Receivables Update menu.
| |=| Request Receivables Update |

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu » Accounts Receivable » ReceivablesUpdate > Request Receivables Update

(I New Window 2 Help & hitp
Request Receivables Update

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

[+

Run Control ID: begins with ~ |

[Icase Sensitive

Search Clear  |Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. The Request Receivables Update search page displays.

NOTE: If you have previously created a run controlto run the AR Update process,
you can search for the run control using the Find an Existing Value page. Create a
new run control if one does not already exist.

lick the Add a New Value tabto add a new run control.

Click the Search button.

7. Click the PSKF link.
PSKE
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » ReceivablesUpdate » Request Receivables Update

0 New Window ? Help [& Personalize Page & htp
) Options

Run Control ID:  PSKF Heportifanagel Process Monitor B

*Group Unit: Q =

Process Frequency: Dont ~  “High Balance Basis Date: Run Date -
*Accounting Date From: 01011900 B <accounting Date To: 04i03(2013 |[5]
s [ Last Ru

[Cluser Defined Last Run On:

[C]payment Performance

[loso Process Instance:

SubCustomer
B save | |LL Returnto Search | ] PreviousinList 4= [=] Notify Ex Add

Receivable Update Request | Options

Step Action

8. The Request Receivables Update page displays.

Enter the desired information into the Group Unit field. Enter "jud53".

9. Click the Process Frequency list.

10. Click the Always list item.

Always

11. Enter the desired information into the Accounting Date From field. Enter
"09/01/12".

12. Enter the desired information into the Accounting Date To field. Enter *10/01/12".
Note: If you are using a previously created Run Control, be sure the accounting date
is through today's date.

13. Click the Save button.

14. Click the Run button.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites . Main Menu » Accounts Receivable » ReceivablesUpdate » Request Receivables Update
& New Window 2 Help [& Personalize Page ) hilp

Process Scheduler Request

User ID: kenvp1 Run Control ID: PSKF

server Name: [N ~ Run Date: [04/03/2013 [

Recurrence: - Run Time: [1:47:22PH Resetto Current Date/Time

Time Zone: Q
L
Select Description Process Name Process Type Type *Format Distribution
PSIAR Receivable Update ARUPDATE PSlob (None) ~| (None) -+ Distribution
oK Cancel

Step Action

15. The Process Scheduler Request page displays.
Click the O Kbutton.

16. Click the Process Monitor link.

Process Maonitar
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QlRACLE

me | Workist | MuliChannel Console | Addto Favorites |  Sign out

Hor
Favorites - Man Menu » Accounts Receivable > Receivables Update » RequestReceivables Update
I New Window ? Help [& Personalize Page |2, hiip

| Frocess List MECIEIRE]

User ID[kenvp1 Q. Type - Last - 1 Daps - Refresh
Server aakil ~  MName | Q Instance | to |
ken.vp1
Run Status - Distribution Status ~ [¥]save On Refresh
rocess List 1.1
Select Instance Seq. Process Type Process Hame User  Run DatelTime Run Status zi;:::““o" Details
18218 PSJob ARUPDATE kenvp! 04/03/2013 1.47:22PM EDT Queued NIA Details
18207 PSJob AOC MAIN kenvp1 04/03/2013 1.41:57PM EDT Success Posted Details
18206 SQR Report BIVCSTS kenvp! 04/03/2013 1:38:48PM EDT Success Posted Details
18205 Application Engine BIFD001 kenvp! 04/03/2013 1:32:15PM EDT Success Posted Details
18204 Application Enging AOQC_DIS_INTF kenvp1 04/03/2013 1:29:50PM EDT Success Posted Details
18194 P8Job ARUPDATE kenvp! 04/03/2013 11:36:30AM EDT Success Posted Details
18187 PSJob ARUPDATE kenvp! 04/03/2013 11:24:19AM EDT Success Posted Details
18176 PSJob AOC MAIN kenvp1 04/03/2013 11:17.01AM EDT Success Posted Details
18165 P8Job ARUPDATE kenvp! 04/03/2013 10:59:48AM EDT Success Posted Details
18158 PSJob ARUPDATE kenvp! 04/03/2013 10:52.47AM EDT Success Posted Details
18146 PSJob AQC MAIN kenvp1 04/03/2013 10:49:124M EDT Success Posted Details

Process List | Server List

< L

Step

Action

17.

The Process List page displays.
Click the Refresh button.

18.

Click Save.
Bl save

19.

You have successfully completedthe Run AR Update topic.

You have learned to:
- execute the AR Update process
End of Procedure.

5.8 Reviewing Individual Customer Accounts

Toensure each Local Revenue customer has a credit invoice on their account to refund, you will
need to either review each customers AR Account orrun an AR Aging Summary Report By Unit
which will list each customer and their current balance. In thisinstance you will review a
customer AR Account.

Inthis topic, youwill review the credit invoices on line through the AR Customer Account via an
electronic copy.

After completingthis topic, youwill be able to:

Review and produce an electronic copy of individual customer account information
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Procedure

In this topic, youwill review the credit invoices on line through the AR Customer Account via an
electronic copy.

Step Action

1. Navigate to the Item List page.

Click the Main Menu button.
2. Click the Sort Menu button.

El
3. Click the Accounts Receivable menu.

| (1 Accounts Receivable r |
4, Click the Customer Accounts menu.

| 1 Customner Accounts 4 |
5. Click the Item Information menu.

| (3 Itemn Information k |
6. Click the Item List menu.

| E| Ttem List |

me | Workist | MuliChannel Console | Addto Favorites | Sign out
Favorites = Main Menu » Accounts Receivable » Customer Accounts > Item Information > Item List

ENewWindow P Help [ Personalize Page & htip
) Advanced Search

SetiD: A unit: Q. customer: A Lever Ne Refationzhip M

“Status: Open M Sl Agvanced Searcn

Range: GO Select All Deselect All Select Adtion - co

Debits: Debit Amount: Currency:
Credits: Credit Amount: Currency:
Total: Currency:
Selected: Currency:
A Refresh

Item List | Advanced Search

javascript:pAction_wind{document.wind, SUBCUST_PRF_WRK_SETID_INQ... |
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Step Action

7. The Item List displays.

Click the Look up SetlID (Alt+5) button.

Look Up SetiD

SetiD: begins with v |
Description: begins with + |

LookUp || Clear | Cancel |BasicLookup

Search Results

SetiD _Description

GRANT Grants / Contrad Billing

JUDO0 Judiciary

JUD01 Allegany County Circuit Court
JUD02 |Anne Arundel Circuit Court
JUD03 Baltimore County Circuit Court
JUD04 |Calvert Cty Circuit Court
JUD05 Caroline Cnty Circuit Court
JUD06 |Carroll Cty Circuit Court

JUD07  Cecil Cty Circuit Court

JUD08 |Charles County Circuit Court
JUD09 Dorchester County CircuitCourt
JUD10 |Frederick County Circuit Court
JUD11 Garrett County Circuit Court
JUD12 |Harford County Circuit court
JUD13 Howard County Circuit Court
JUD14 Kent County Circuit Court
JUD15 Montgomery County CircuitCourt
JUD16 Prince Georges’ County Circuit
JUD17 Queen Anne County CircuitCourt
JUD18 St Marvs County Circuit Court
JUD19 Somerset County Circuit Court
JUD20 Talbot County Circuit Court
JUD21 Washington County CircuitCourt
JUD22 Wicomico County Circuit Court
JUD23 Waorcester County CircuitCourt
JUD24 Baltimore Citv Circuit Court
JUD25 |Administrative Office of Court

Step Action

8. The Look Up SetID window displays.

Scroll down to the SHARE hyperlink.

9. Click the SHARE link.
SHARE]

10. Click the Look up Unit button.
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Look Up Unit

SetD: SHARE

Business Unit: begins with ~
[ Lookup. |- Giear |- Gancel | L ook

Search Results

ew 100 First [] 1-50r5 [3] Last

usiness Unit Description
Allegany County Circuit Coul

D Anne Arundel Circuit Court
Anne Arundel District Court
Carroll County District Court

DJUD Administrative Office of Cou

Step Action

11. The Look Up Unitwindow displays.

Click the JUDO2 link.
D0

ﬂ

12. Click the Look up Customer button.
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Look Up Customer

SetiD:
Customer ID: begins with

Short Name: begins with

Name 1: begins with
Credit Analyst: begins with

Remit From Customer: begins with

Ship To Customer: begins with

Corporate Customer: begins with
City: begins with
State: begins with
Postal Code: begins with

| LookUp | Clear || Cancel |gasic Lookup

Search Results
View 100

Alternate Credit | .~ Remit From Ship To
Name 1 Analyst Customer Customer,

1000000001 Dandy, Han Dandy, Handy (blank) (blank) |DEFAULTDEFAULT 1000000001 N
1000000002 PHINEAS FL. ~ PHINEAS FLYNN C111222333 (blank) |DEFAULT|DEFAULT 1000000002 N
1000000003 Parsons, J Parsons, Jim (blank) (blank) |DEFAULTDEFAULT 1000000003 N
1000000004 Lincoln, A Lincoln, Abe (blank) (blank) |DEFAULT|DEFAULT 1000000004 N
1000000005 Walton, Sa Walton, S5am (blank) (blank) |DEFAULTDEFAULT 1000000005 N
GM-0000001 51 State Justice Institute (blank) (blank) |DEFAULT|DEFAULT GM-0000001)Y
GM-0000002 MHSO Maryland Highway Safety Office (blank) (blank) |DEFAULTDEFAULT GWM-0000002Y
GM-0000003 Governor's STOP Vielence Against Women Gov Office of Crime Control & Prevention (blank) |DEFAULT|DEFAULT GM-0000003Y
GM-0000004 Gov Office Edward J. Byme Justice Assist Grant Pgm Gov Office of Crime Control & Prevention (blank) DEFAULT DEFAULT GM-0000004Y
o i

CustomerID Short Hame ~ Named Hame 2

Step Action

13. The Look Up Customer window displays.

Click the Parsons, Jim link.

Parsons, Jim

14. Verify that the Statuslist reads "Open".

15. Click the Search button.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu » AccountsReceivable » Customer Accounts > Item Information > Item List

) New Window ? Help [& Personalize Page .5, hiip

.’ o1 Iw.‘ Advanced Search

SetiD: [SHAREI®, it [upez] @ customer: [1000000003 @ parsans. sim Levet: Ne Relztionship -
*Status: Open hd (Seareh Advanced Search
Add Conversation Account Overview
| Row Selectio | ltem Actio
Range: |11 GO SelectAll || DeselectAll Select Adtion. - GO
tem List Personaize | Find | view 21| B8 | 3 Fist Kl 1011
£:CURNN Detail2 | Detai 3 Detail4 | Detai 5 Detail 6
:i‘: Select Item Line  Activiies Unit CustomeriD  Status Terms 5:;’: ;’;‘;:Dn Due ﬁ"’: Bm::‘:g Cur
1 [ 0000000007 1JUD0Z 1000000003 Open IMMED ~ CR LRVDS  [06M9/2013 12| -250.00 USD

Debits: Debit Amount: Currency:  SELECT USD
Credits: 1 Credit Amount: -250.00 Currency: usD
Total: 1 Total Amount: -250.00 Currency: usD
Selected: Currency:

 Refresh

Item List | Advanced Search

Step Action
16. Review the page to ensure the amount is the correct credit amount and the Entry
Reason isLRVDS.
17. You have successfully completedthe Reviewing Individual Customer Accounts

topic.

You have learned how to:
- view an individual customer account online
End of Procedure.

5.9 Reviewing Mulitple Customer Accounts

Toensure each Local Revenue customer has a credit invoice on their account to refund, you will
need to either review each customers AR Account orrun an AR Aging Summary Report By Unit
which will list each customer and their current balance. In thisinstance you will review an AR
Aging Summary Report By Unit.

After completingthis topic, youwill be able to:

Procedure

run an AR Aging Summer by Unit Report

Inthis topic, youwill run the Aging Summary by Unit report.
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Step Action
1. Navigate to the Aging Summary By Unit page.
Click the Main Menu menu.
2. Click the Sort Menu button.
=]
3. Click the Accounts Receivable menu.
| [ Accounts Receivable 'l
4, Click the Receivables Analysis menu.
| (3 Receivables Analysis >|
5. Click the Aging menu.
|LJ Aging Pl
6. Click the Aging Summary by Unit Rpt menu.
| [£] Aging Summary by Unit Rpt |

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » Receivables Analyss > Aging > Aging Summary by Unit Rpt

Aging Summary by Unit Rpt
Enter any information you have and click Search. Leave fields blank for a list of all values.

Adda New Value

[+

Run Control ID: begins with ~ |

[case Sensitive

Search Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

[ New Window 2 Help &, http
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Step Action

7. The Aging Summary by Unit Rpt search page displays.

Click the Add a New Value tab.
|5ddaNewVMue |

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » AccountsReceivable » Receivables Analyss > Aging > Aging Summary by Unit Rpt

[ New Window 2 Help & http

Aging Summary by Unit Rpt

Find an Existing Value £

Run Control ID:[|

Add

Find an Existing Value | Add a New Value

Step Action

8. The Add a New Value tabdisplays.

Enter the desired information into the Run Control ID field. Enter
"AGING_SUM RPT".

9. Click the Add button.
Add
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QRACLE
Homi MuttiChannel Cr Add to
Favorites : Main Menu » Accounts Receivable > Receivables Analysis > Aging > Aging Summary by Unit Rpt

Enew Window 2 Help [ Personalize Page B} hitp

Aging Summary By Unit

Run Control ID:  AGING_SUM_RPT ReportManager  Process Wonitor | RUD|
Language:

Report Request Parameters:

As of Date: 071012013 |[5)

SetiD: Q

Aging ID: Q

Amount Type: Base Curr -

Rate Type: Q

“Display Option: Include All -

System Activity Personaiize | Find | View A1l B |

*Business Unit Description

Q =

@ save | 5] wotry | [Ee noa| 5 upaatemispiey

Step Action

10. The Aging Summary By Unit page displays.

Click the Look up SetlD button.

Look Up SetiD

SetiD: begins with |
Description: begins with + |

LookUp || Clear || Cancel |BasicLookup

Search Results
ew 100 First [4] 158 of 58

SetiD _Description
GRANT Grants / Contrad Billing

JUDO0 Judiciary

JUD01 Allegany County Circuit Court
JUD02 |Anne Arundel Circuit Court
JUD03 Baltimore County Circuit Court
JUD04 |Calvert Cty Circuit Court
JUD05 Caroline Cnty Circuit Court
JUD06 |Carroll Cty Circuit Court

JUD07  Cecil Cty Circuit Court

JUD08 |Charles County Circuit Court
JUD09 Dorchester County CircuitCourt
JUD10 |Frederick County Circuit Court
JUD11 Garrett County Circuit Court
JUD12 |Harford County Circuit court
JUD13 Howard County Circuit Court
JUD14 Kent County Circuit Court
JUD15 Montgomery County CircuitCourt
JUD16 Prince Georges’ County Circuit
JUD17 Queen Anne County CircuitCourt
JUD18 St Marvs County Circuit Court
JUD19 Somerset County Circuit Court
JUD20 Talbot County Circuit Court
JUD21 Washington County CircuitCourt
JUD22 Wicomico County Circuit Court
JUD23 Waorcester County CircuitCourt
JUD24 Baltimore Citv Circuit Court
JUD25 |Administrative Office of Court
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Step Action

11. The Look Up SetID window displays.

Scroll down to the SHARE hyperlink.

12. Click the SHARE link.
SHARE
13. Enter the desired information into the Aging ID field. Enter"AOC".
14. Verify that Base Currisselected in the Amount Type list.
15. Enter the desired information into the Rate Type field. Enter "CRRNT".
16. Click the Look upBusinessUnit button.

Look Up Business Unit

usiness Unit: begins with ~ |

LookUp || Clear | Caneel |gasicl ookup
Search Results

2w 100 First 4] 1505 [3] Las

usiness Unit/Description
Allegany County Circuit Court
Anne Arundel Circuit Court
Anne Arundel District Court
Carroll County District Court
Administrative Office of Court

Step Action

17. The Look Up BusinessUnit window displays.
Click the JUDO2 link.
18. Click the Run button.
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QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites : Main Menu » Accounts Receivable > Receivables Analysis > Aging > Aging Summary by Unit Rpt

EINewWindow ? Help [ Personalize Page

Process Scheduler Request

User ID: andrew.somers Run Control ID: AGING_SUM_RPT
server Name: [ ~ Run Date: [07/01/2013 El
Recurrence: - Run Time:[4:03:08PH Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type Type *Format Distribution
Aging Summary by Business Unit AR30004 SQR Report Web  + PDF  + Distribution
oK Cancel |

Saved |

Step

Action

19.

The Process Scheduler Request page displays.

Click the O_K button.
K

I

20.

Click the Process Monitor link.

Process Monitor
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » AccountsReceivable » Receivables Analyss > Aging > Aging Summary by Unit Rpt

FMew Window ? Help [& Personalize Page B hiip

Actions
Userin[andrew.somer/@,  Type - Last - 1 Days - Refresh
Server -~ Wame[ @ stance| |t [ |
Run Status - Distribution Status v Save On Refresh

Personaiize | Find | View A1 | B [ 3 Fret Bl qorq I (oer
Process Distribution

Select Instance Seq. Process Type user Run Date/Time Run Status Details

Name

13838 SQR Report AR30004 andrew somers 07/01/2013 4:03:08PM EDT Success MNiA Details

Status

Go back to Aging Summary by Unit Rpt
B save | | Notify

Process List | Server List

Step Action

21. The Process List displays.

Click the Refresh button.

22. Click the Go back to Aging Summaryby Unit Rpt link once the Run Status reads
Success andthe Distribution Status reads Posted.
[Go back to Aging Summary by Unit Rpt]

23. Click the Report Manager link.
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View Reports For
~  Instance: to: Refresh
[ Last - 1 Days -

List

Training Guide

AR220 - Managing Customer Billing,
Receivables and Customer Payments -
Circuit Court

Sign out

| Addto Favorites

| MultiChannel Console

| Workiist

FMew Window ? Help [ Personalize Page &, hip

=)

Folder:

Name:|

Report
1 Report

Go back to Aging Summary by Unit Rpt

B save

List | Explorer | Administration | Archives

Created Dll‘l
Process

Completion
DatelTime D Instance

Folder Name

Report Description

Step

Action

24.

The Report Manager - List page displays.

Click the Administration tab.

| Administration

| Sign out

Add to Favorites

MultiChannel Consale

Worklist

FMew Window ? Help [ Personalize Page &, htip

e

Main Menu > Accounts Receivable » Receivables Analyss > Aging > Aging Summary by Unit Rot

Favorites -
ERE=TCAN Adminisiration  [WGETE
View Reports For
n 5| Type: | | Last - 1 Days - Refresh
¥ Instance: ‘ to:\

UseriD:
Status: ~ Folder

Report Pres . u ’
Select D Instance LESCrintion DateTime  Eormat Status  Details

07/01/2013  Acrabat

L Aqing Summary by Business Unit Details
9981 13638  Aaing Summan byBusinessURt | ygaqgpy | (rpap  PoSted  Detalls
Dpesctentan

Select Al
Delete | cjick the delete button to delete the selected report(s)

Go back to Aging Summary by Unit Rpt

@ Save
List | Explorer | Administration | Archives
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Step Action

25, The Administration tabdisplays.

Click the Aging Summary by Business Unitlink.
[Aging Summary by Business Unit]

Future

250.00

250.00

Step Action

26. The Aging Summary By BusinessUnit Report displaysin a new window.

Review the information and confirm that each Local Revenue Disbursement
customer has the correct credit balance.

27. You have successfully completedthe Reviewing Multiple Customer Accounts topic.

You have learned how to:
- produce the Aging Summary by Business Unit Report
End of Procedure.

5.10 Creating a Refund Worksheet

Processing local revenue refunds involves creatinga Maintenance Worksheet in GEARS to mark
the open items (invoices) as refunds so that they can be processed by the Request Refund Item
process. The Request Refund Item process loads the refunds to Accounts Payable for
disbursement.
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In this topic, youwill use the Maintenance Worksheet pages in GEARS to process refunds.

After completingthis topic, youwill learn how to:

Procedure

Create requests for refunds

In this topic, youwill create refund requests using the Maintenance Worksheet in GEARS.

Step Action
1. Begin by navigating to the Maintenance Worksheet page.
Click the Main Menu button.
MNH&EHU
2. Click the Sort Menu button.
N
3. Click the Accounts Receivable menu.
| [ Accounts Recejvable ’l
4, Click the Receivables Maintenance menu.
| (1 Receivables Maintenance Pl
5. Click the Maintenance Worksheet menu.
| (1 Maintenance Worksheet ¢ |
6. Click the Create Worksheet menu.
| |=| Create Worksheet |
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QlRACLE

Favorites = Main Menu > AccountsReceivable > Receivables Mantenance > Maintenance Worksheet > Create Worksheet

Create Worksheet

Enter any information you have and click Search. Leave fields blank for a list of all values

.’ Find an Existing Va .‘-' Add a New Value

Worksheet Business Unit: = | Q
Worksheet ID: begins with +

User ID: begins with = Q

[CIcase sensitive

Search Clear  |Basic Search [E] Save Search Criteria

Find an Existing Value | Add a New Value

O
.$

GEARS

General Enterprise And Resource Support

Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul

7 New Window B, hiip

Step Action

7. The Create Worksheet search page displays.

Click the Add a New Value tab.
|&.dd a Mew Value

8. Enter the desired information into the WorksheetBusiness Unit field. Enter

"juds3".

9. Click the Add button.
Add

Page 238



GEARS

General Enterprise And Resource Support

QlRACLE

Worksheet Matches |

Training Guide

AR220 - Managing Customer Billing,
Receivables and Customer Payments -
Circuit Court

H | workist |
Favorites © Main Menu » Accounts Receivable » Receivables Maintenance > Maintenance Worksheet » Create Worksheet

MultiChannel Console | Addto Favorites | Sign out

ENew Window ? Help [ Personalize Page [Eihttp

Unit: JUD53
Customer Criteria

*Customer Criteria:

Worksheet ID: MEXT

Customer Reference

CustiD: A Business Unit:

Name:

Remit SetiD: Remit From ID:

Corporate SetiD: Corporate ID:

Rate Type: CRRNT @ Acclg Date: 040312013
MICR ID: | LinkMICR

Add (Alt+1) -
Reference Criteria

Personalize | Find | V'

To Reference

Q

placiio 1o S tem Reference
None -
*Restrict to: Qual Code Reference
[wcusomers o] | a |
“Match Rule:
Anchor BU:
Q

item Inclusion Options

@ Allltems
Exclude Deduction ltems

(©) Deduction ltems Only
Exclude Collection ltems

© ltems in Dispute Only

Exclude Dispute ltems

Acctg Date From:

AR Specialist:

&
Q

Acctg Date To:

Deduction Reason:

T s -
— (E—

Broker ID:

Worksheet Action

Build ! Clear

Created Date/Time:

Number of items in worksheet: o

Step

Action

10.

Click

The Worksheet Selection page displays.

the Look up Cust ID (Alt+5) button.

Name 1: begins with

Credit Analyst: begins with

Remit From Customer: begins with

Ship To Customer:  begins with

Corporate Customer: _ begins with

City: begins with

State: begins with

Postal Code: begins with

| LookUp | Clear | Caneel |Basiclookup

Search Results

Mewmo

SetlD CustomerID ShortName

SHARE 1000000001 AnnArundOM
SHARE| 1000000002 test333
SHARE 1000000003 OTC222Tst1
SHARE| 1000000004 OTC222TST2
SHARE 1000000005 Michelle G
SHARE| 1000000006 OTC232CUS1
SHARE| 1000000007 OTC232CUS2
SHARE| 1000000008 DEFERRED P
SHARE 1000000009 DEFER-TWQO
SHARE| 1000000010 Local Cust
SHARE 1000000011 Escrow loc

Hame 1

Anne Arundel Office Management
lest customer 333

OTC222 TestCustl DR
OTC222 TesiCust? DR
Michelle Gunter

OTC232 TestCustl

0OTC232 CUST2

DEFERRED PAYMENT CUSTOMER
DEFFERED TWO

Local Customer- eacrow 111
Escrow local 222

SHARE 1000000012 Burt Reyno

Burt Revnolds

SHARE 1000000013 Escrow Cus

Escrow Customer 1

SHARE| 1000000014 John Doe L

John Doe Local Cust

SHARE 1000000015 Corporate
SHARE| 1000000022 NEW
SHARE 1000000023 Midland
SHARE| 1000000024 L onaconin

Corporate Surety Customer 1
Jane Doe

Local Revenue - Midland
Local Revenue - L onaconing

Alternate Credit Remit From Ship1
Hamed Analyst Customer |Custc
(blank) DEFAULT DEFAULT 1000000001 Y
(blank) DEFAULT DEFAULT 1000000002 N
(blank) DEFAULT DEFAULT 1000000003 Y
(blank) |DEFAULT DEFAULT 1000000004
(blank) DEFAULT DEFAULT 1000000005 Y
(blank) |DEFAULT DEFAULT 1000000006
(blank) DEFAULT DEFAULT 1000000007 ¥
(blank) \DEFAULT DEFAULT 1000000008 Y
(blank) DEFAULT DEFAULT 1000000009
(blank) DEFAULT DEFAULT 1000000010 N
(blank) DEFAULT DEFAULT 1000000011 N
(blank) |DEFAULT DEFAULT 1000000012Y
(blank) DEFAULT DEFAULT 1000000013 N
(blank) DEFAULT DEFAULT 1000000014 N
(blank) DEFAULT DEFAULT 1000000015 Y
(blank) DEFAULT DEFAULT 1000000022 N
(blank) DEFAULT DEFAULT 1000000023 N
(blank) DEFAULT DEFAULT 1000000024 N

Collector

javasc #ICRow1 7’
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Step Action

11. Click the Local Revenue - Accounting link.
lLocal Revenue - Lonaconing]

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » AccountsReceivable » Receivables Maintenance » Maintenance Worksheet » Create Worksheet
ENew Window ? Help [ Personalize Page \Eihttp *
TR ( Worksheet Matches
Unit: JUD53 Workshest ID: MEXT
Customer Criteria
*Customer Criteria: Customer Reference O
Customer items - CustiD: 1000000024 Q Bucing i+ D aQ =
SetlD _Customer ID Short Hame Name 1 Name 2
Name: SHARE 1000000024 Lonaconin  Local Revenue - Lonaconing
Remit SeflD: SHARE Remit From I: 1000000024
Corporate SetiD: SHARE Corporate ID: 1000000024
Rate Type: CRRNT @ Acctg Date: 041032013
MICRID: [k CR |
Reference Criteria
“Reference Criteria: Item Reference Personalize | Find | i B |2 st K g or g DX Last 3
None -
\Restrict (o: Qual Code Reference To Reference
All Customers -] Q | Q Bl
*Match Rule:
Exact Match -
Anchor BU:
Q
@ All ltems (© Deduction ltems Only (@ Items in Dispute Only
Exclude Deduction ltems Exclude Collection tems Exclude Dispute ltems.
Item Selection Filter
Acctg Date From: [ Acctg Date To: = B
AR Specialist: Q Deduction Reason: Q Broker ID: Q
Worksheet Action
[ Build | [ Clear Created Date/Time: Number of items in worksheet: 0

Step Action
12. Click the Build button.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » Receivables Maintenance > Maintenance Worksheet » Create Worksheet

FMew Window ? Help [ Personalize Page &, hip

Worksheet Application Anchor Information
Unit: __JUD53_Worksheet ID: 304 Currency: Accounting Date: 04/03/2013  Reason Code: Q
Dispiay Control
Entry Type: oOffsetantem v Choice: SeletRange v Display: Alems - G | %
Reason: Q Range: Go
personaize | Find | Viev AT | H st KN 4 014 O Lost
Detail2 |  Detal3 |/ Detai4 [ Detsl5 | Defai6
View Detail i:‘r‘ Sel ltemBalance  Currency Item ID Line Type Reason Unit Customer
B ] -40.00, USD 1000000129 Q Q@ JuDs53 1000000024 =
bdd am Group View
Dr 0.000 cr o 0.000 AdE: 0000 Net 0000 wO:  0.000 Ref.  0.000
Selection clion (@ View Audit Logs

) seve| & RetumtoSearch | (] Motity | | Refresh

I

Step

Action

13.

The Worksheet Application page displays.

Click the Look up Reason Code (Alt+5) button.

14.

The Look Up Reason Code search page displays.

Click the LOCALREV link.
LOCALREY
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favortes = Main Menu » AccountsReceivable > Receivables Maintenance » Maintenance Worksheet » Create Worksheet
FMew Window ? Help [& Personalize Page B hiip
Worksheet Application Anchor Information
Unit: Jups3 Worksheet ID: 304 Cnnency Accounting Date: 0410312013 Reason Code: UCALREQ
Display Control
Entry Type: Offsetanitem v Choice: ‘SelectRange v Display: Alltems - LOC“LRE" Local Reve
Reason: Q Range: Go
Personaize | Fing | View AITEL | 3 st K g o g O Lost
Detail2 |  Detal3 ) Detai4 [ Detals | Defai§
View Detail i:‘r‘ Sel ltemBalance Currency Item ID Line Type Reason Unit Customer
B 1 ] -40.00) USD 1000000129 Q Q@ JuDs53 1000000024 =
bdd e Group View
Dr 0.000 cr 0.000 AdE: 0000 Net 0000 wOo:  0.000 Ref.  0.000
Worksheet Selection Worksheet Action (@ View AuditLogs

B seve | [ RetumtoSearch | ] Motity | |7 Refresh

Step Action

15. Click the Entry Type list.
| Offzet an ltem - |

16. Click the RefundACredltllst item.

Page 242




o

)

GEARS

General Enterprise And Resource Support

Training Guide

AR220 - Managing Customer Billing,
Receivables and Customer Payments -

Circuit Court

QlRACLE

MultiChannel Ce Add to
Favorites © Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet

I New Window ? Help [& Personalize Page

Worksheet Application Anchor Information

Unit:  JUD53 Worksheet ID: 304 Currency: Accounting Date: 0410312013 Reason Code: LOCALRE Q
Display Control

All ltems

Entry Type: Refund A Credit Select Range

Reason: Q

Personalize | Find | View AL 5|

Detai2 | Detaid  Defaid  Detais | Defail6

" Detai 1

View Detail f":‘r' Sel ItemBalance  Currency Item 1D Line Type Reason Unit Customer

= 1 -4000 USD 1000000129 Q Q  JuDs3 1000000024

.
B htp

[ pdiom g

Dr: 0.000 cr 0.000 Net: 0.000 wo: 0.000 Ref: 0.000
Selection i Action (0) View Audit Logs

12 Save | £ Returnio Search | [ Notity | |0 Refresh

javascript:pAction_win0{document.wind, WS_WRK_WS_SELECT_REASONS... | m

Step

Action

17.

Click the Look up Reason (Alt+5) button.

Up Reason

Dept of Parole and Probation

GDMN/A |Goods and Services Not Availab
LOCAL [Fines/Costs Collect Local Juri
NOMES |Mon Est

Querpayment

Reconsideration of Sentence

Transfer to Circuit Court

Funds Deposited in Wrong Acct
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Step Action
18. The Look Up Reason Code displays.

Click the LOCAL link.
LOCAL

QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu » AccountsReceivable » Receivables Maintenance » Maintenance Worksheet » Create Worksheet

) New Window ? Help [& Personalize Page ., hiip

Worksheet Application Anchor Information
Unit  JUD53 Worksheet ID: 304 Currency: Accounting Date: 0410312013 Reason Code: LOCALRE/Q
Row Selection Display Conrol
Entry Type: Refund A Credit - Choice: Select Range - Display: All tems - Go | &
Reason: LOCAL Q Range: Go
- SetiD Entry Type Entry Reason Description
o List [setiv _entry Type Entry Reason Description | PP
femList ey LOCAL FinesiCosts Collect Local Juri e o b o
Detail 2 | Detars || DeRrs T Detsrs || DewEo
View Detail i;‘: Sel ltemBalance Currency Item ID Line Type Reason Unit Customer
B 1 ] -40.00, USD 1000000129 Q Q  JuDs53 1000000024 =
bddilsm Group View
Dr 0.000 cr 0.000 AdE: 0000 Net 0000 wo:  0.000 Ref.  0.000
Worksheet Selection Worksheet Action (@ View AuditLogs

save | [\ Return to Search | Notify | |7 Refresh
J J I

m

Step Action

19. Click the Sel optionfor the Interest and Disbursement invoice.

20. Click the Refresh button.
s Refresh

21. Click the Save button.
& Save

22. Click the Worksheet Action link.
[Worksheet Action|
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| Workist | MufiChannel Console |  Addto Favorites |  Sign out
Favorites - Main Menu » Accounts Receivable » Receivables Maintenance > Maintenance Worksheet » Create Worksheet

EMew Window ? Help [ Personalize Page &, hip

2 Save

Worksheet Action
Unit:  JUD53 Worksheet ID: 304 Accounting Date: 04/03/2013
Status: Do Not Past
Worksheet Action Posting Action Accounting Entry Action
Delete Worksheet Action: Do NotPost - OK

BeleleMaintenanceGioup,

Worksheet Selection

& Retumto Search | (=] Notity |

Create/Review Entries

Worksheet Application ‘Worksheet Action

Step

Action

23.

The Worksheet Action page displays.

Click the Action list.

Do Mot Post

-

| Workist | MufiiChannel Console |  Add to Favorites Sign out

Favorites © Main Menu » Accounts Receivable » Receivables Maintenance > Maintenance Worksheet » Create Worksheet
FMew Window ? Help [ Personalize Page &, hip
Worksheet Action
Unit:  JUD53 Worksheet ID: 394 Accounting Date: 04/03/2013
Status: Do Not Past
Worksheet Action Posting Action Accounting Entry Action
Delete Worksheet Action: | Do Not Post - ok

Worksheet Selection

2 Save

& Retumto Search | (=] Notity |

Create/Review Entries

Batch Priority
Batch Standard

Do Not Post
Post Now
Post Now to GL

Worksheet Application ‘Worksheet Action
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Step Action

24, Click the Batch Standard list item.
Batch Standard
25. Click the O K button.

H

K

26. Click the Save button.
Bl save

27. To accurately reflect the "refund” postedto the customer's account, run the
ARUPDATE process.

28. You have successfully completedthe Creating a Refund Worksheet topic.

You have learned to:
- create a refund request
End of Procedure.

5.11 Verifying Customer's Account

After the item (invoice) is marked for a refund, thisis reflected on the customer's account. You
should see the refund amount "cancel out” the item amount when viewing the item on the
customer's account.

After completingthis topic, youwill learn howto:

e Verify therefund in the customer's account

Procedure

In this topic, youwill use the Account Overview pages in GEARS to verify that a refund has
reflected in a customer's account.

Step Action

1. Begin by navigating to the Account Overview page.
Click the Main Menu button.
|rv1a in ‘r:1e nu

2. Click the Sort Menu button.
=1
3. Click the Accounts Receivable menu.
| (1 Accounts Receivable ¥

Page 246



Y+ GEARS

@ General Enterprise And Resource Support

Training Guide
AR220 - Managing Customer Billing,
Receivables and Customer Payments -

Circuit Court

Step Action
4, Click the Customer Accounts menu.
| (1 Customer Accounts >|
5. Click the Customer Information menu.
| (3 Customer Information 4 |
6. Click the Account Overview menu.
| |=] Account Overview |
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Fa\'n_ntes Ma\nvMenu > A((nuntsvﬁe(ei\'ahle > Custnmer_»\((nunts > Custnmerl_nfnrmatmn > Account Overview
‘ I New Window ? Help [& Personalize Page |2, hiip
Profile Customer Action Customer Trend 1 Customer Trend 2 Customer Trend 3
SetiD: SHARE O ypit: HUD53 QL customer: JUDs3 A Baltimore Countv District Courf*Level: Mo Relationship - =
Balances | Pro SHARE CORPORATE SETIDnerTrenc 1| Customer Trend 2 | Customer Trend 3
Step Action
7. The Account Overview - Balance page displays.
Enter the desired information into the Unit field. Enter "JUD53".
8. Click the Look up Customer (Alt+5) button.
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Credit Analyst:

Remit From Customer: begins with

begins with

Ship To Customer: begins with

Corporate Customer: _ begins with
city: begins with
state:

Postal Code:

begins with

begins with

| LookUp | Clear | Cancel |Basic Lookup

Search Results

Mewmo

Customer ID Short Hame

£100000000% AnnArundOM
1000000002 test333

1000000003 OTC222Tstd
1000000004 OTC222T5T2

Name 1

Anne Arundel Office Management
test customer 333

0TC222 TestCust! DR
0TC222 TestCust2 DR

1000000005 Michelle G
1000000006 OTC232CUS1
1000000007 OTC232CUS2
1000000008 DEFERRED P
1000000009 DEFER-TWO
1000000010 Local Cust

Michelle Gunter

0TC232 TestCust1

0TC232 CUST2

DEFERRED PAYMENT CUSTOMER
DEFFERED TWO

Local Customer- eacrow 111

1000000011 Escrow loc

Escrow local 222

1000000012 Burt Reyno

Burt Reynolds

1000000013 Escrow Cus

Escrow Customer 1

1000000014 John Doe L.

John Doe Local Cust

1000000015 Corporate
1000000022 NEW
1000000023 Midland
1000000024 L onaconin

Corporate Surety Customer 1
Jane Doe

Local Revenue - Midland
Local Revenue - |

1000000025 County

Local Revenue - County

Hame 2

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

Alternate Customer Credit
nalys!

Hame 1
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

<[

javasc #ICRow1 7’

Status
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Remit From

Customer

DEFAULT DEFAULT 1000000001 Y
DEFAULT DEFAULT|1000000002 N
DEFAULT DEFAULT 1000000003 Y
DEFAULT DEFAULT|1000000004 Y
DEFAULT DEFAULT 1000000005 Y
DEFAULT DEFAULT| 1000000006 Y
DEFAULT DEFAULT 1000000007 Y
DEFAULT DEFAULT|1000000008 Y
DEFAULT DEFAULT 1000000009 Y
DEFAULT DEFAULT|1000000010 N
DEFAULT DEFAULT 1000000011 N
DEFAULT DEFAULT|1000000012 Y
DEFAULT DEFAULT 1000000013 N
DEFAULT DEFAULT|1000000014 N
DEFAULT DEFAULT 1000000015 Y
DEFAULT DEFAULT|1000000022 N
DEFAULT DEFAULT 1000000023 N
DEFAULT DEFAULT|1000000024 N
DEFAULT DEFAULT 1000000025 N

I

Collector

»

Action

The Look Up Cust ID search page displays.

Click the Local Revenue - Accountinglink.
|anaIREwenue—Lnnacnmnu|

LIAaCLS

Home

Workiist |

MultiChannel Console |

Add to Favorites |

Sign out

Favarites = Main Menu » Accounts Receivable > Customer Accounts > Customer Information > Account Overview
FMew Window ? Help [& Personalize Page B htip
Profile | Gustomer Acion |/ Customer Trend1 |/ CustomerTrend2 ' Gustomer Trend 3.
setiD: SHARE @ yme:  MUDS3|Q customer: 1000000024 Q' Local Revenue -1 FLevel: No Relati - [
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Step

Action

10.

Click the Search button.

[_sea

Favorites :

| workist |
Main Menu > Accounts Receivable > Customer Accounts > Customer Information > Account Overview

MultiChannel Console |

FMewWindow ? Help [ Personalize Page B htip ~

Add to Favorites |

Profile | Customer Action " Customer Trend 1 | Customer Trend2 | Customer Trend 3
Moo :
SetiD: SHARE QL ypit: HUDS3 QL customer: [ 4 Q. Local Revenue - PLevel: No Relationship
Add Conversation Display Currency
Most Recent Activity
Item ID Date Amount Currency Amount Currency
tem ID 1000000129 04/02/2013 -40.00 usD -40.00 usD
Count Amount Currency Amount Currency
Pay History Days 0.00
Credit Limit 0.00 usD 0.00 usD
Balance 0.00 usD 0.00 usD
P Shon Outstanding ltems o 000 uso 000 usb
Deductions 0 0.00 usD 0.00 usD
Disputed 0 0.00 usD 0.00 usD
Doubtful 0 0.00 usD 0.00 usD
Callections 0 0.00 usD 0.00 usD
Vendor Balance: 1 40,00 usD 40,00 usD
Draft Amount 0 0.00 usD 0.00 usD
High Balance YTD 0.00 usD 0.00 usD
Sales YTD: 0.00 usD 0.00 usD
Last Year Sales: 0.00 usD 0.00 usD

lewduatedFsianas, Pay Balance by Credit Card

Summary Aging

[javasc “ITEM_DRILL_WRK_BALANC... }

Find | View Al First K 1011 O Last

I

tion_win0(doc [0

Step

Action

11.

Click the Balance link.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu > Accounts Receivable > Customer Accounts » Customer Information > Account Overview

FMew Window ? Help [5 Personalize Page B hiip

@ Advanced Search

SetiD: [BHeREIQ yniz  [HUDS2Q customer: 1000000024 Q. | ocal Revenue - Lonaconing*Levet: Ne Relztionship -
“Status: Open M A, Advanced Searcn

Add Conversation

ftem Action

Range: ) SelectAll || DeselectAl Select Adtion . co

‘Search Result Totals

Debits:

Credits:

Total:

Selected: Currency:
Cancel

Item List | Advanced Search

Step Action

12. Click the Status list.
| Open - |

13. Click the All list item.
[All |

14. Click the Search button.

15. Click the 1000000129 link.
1000000129

16. The Account Overview - Detail 1 page displays.

Click the Item Activity link.
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QRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites : Main Menu » Accounts Receivable > Customer Accounts > Customer Information > Account Overview
FMew Window ? Help [ Personalize Page &, hip
Detail 1 [ Detail 2 [ Detail 3 m ltem Accounting Entries )/ ltem Audit History
Unit: Jupsz Customer: 1100000122 ocal Revenue - Lonaconing
Item ID: 1000000129 Line: Days Late: 1 status: Closed
Balance: 000 USD
item Activities Find | View Al First K 1-20r2 O Last
Sequence: 1 Accounting Date: 04102/2013 Posted Date: 04102/2013
Entry Type CR Reason: OTHERWorksheet Reason: Voucher ID:
Document: Amount: -40.00 USD
Group Unit: JUD53  Group ID: 91 Billing
Sequence: 2 Accounting Date: 0410312013 Posted Date: 04/0312013 Refund Detail
Entry Type RC Reasom:  LOCAL Worksheet Reason: LOCALREV Voucher ID: 00000097
Document: Amount: 40.00 USD
Group Unit: JUD53  Group ID: 304 Maintenanc Match Group ID: 99909
Split Add Conversation View Audit Logs
oK Cancel Apply
Detail 1| Detail 2 | Detail 3 | ltem Activity | ltem Accounting Entries | tem Audit History
« I »

Step Action

17.
Receivable refund.

The Item Activity page shows the credit invoice from Billing and the Accounts

18. Click the O_K button.

OK
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Accounts Receivable > Customer Accounts » Customer Information > Account Overview

I New Window ? Help [& Personalize Page

Saved |

@ Advanced Search

SetiD: SHARE|QL  ynit: JUD53 & customer: 1000000024 Q. | ocal Revenue - Lonaconing*Levet: No Relationship -
“Status: Al M S, Agvanced Searcn

Add Conversation Account Qverview

Range: Go SelectAll || DeseleciAl Select Adtion . co

personalize | Find | Vieve & 1B | # fist Kl 47012

Q00 Detaiz | Detais  Defail4 | Detais  Detsi

Seq

- . Entry Entry Days Item

Mo Select Item Line  Activities Unit CustomerID  Status Terms ltype |Reascn Due Late Balance CUT
1 () 000000728 2JUD53 1000000024 Closed IMMED CR OTHER 04102/2013 1 usb
2 (=] 1000000134 2JUD53 1000000024 Closed IMMED CR OTHER 04/03/2013 1 usD

‘Search Result Totals

Debits: 2 Debit Amount: Currency: usD
Credits: Credit Amount: Currency: usD
Total: 2 Total Amount: Currency: usD
Selected: Currency:

Cancel

Item List | Advanced Search

Save component and return (Enter)

Step Action

19. The Item List page displays.

Click the Cancel button.
Cancel |

20. You have successfully completedthe Verifying Customer's Account topic.

You have learned to:
- verify the refund has reflected in the customer's account
End of Procedure.

5.12 Loadingto Accounts Payable for Voucher Creation

After the items are marked as a refund, the Request Refund Item process takesthe Accounts

Receivable refunds and loads it into AccountsPayable so that voucherscan be created for
disbursement.

In this topic, youwill use the Request Refund Item processin GEARS to load refund requests to
Accounts Payable.

After completingthis topic, youwill learn howto:
e Run the Request Refund Item process

Procedure
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In this topic, youwill use the Request Refund Item pagesin GEARS to match and post the
original bill to the credit bill.

Step Action
1. Begin by navigating to the Request Refund Item page.
Click the Main Menu button.
|Main ‘r'vhanu
2. Click the Sort Menu button.
[=]
3. Click the Accounts Receivable menu.
| 1 Accounts Receivable %1
4. Click the Receivables Maintenance menu.
| (1 Receivables Maintenance >|
5. Click the Refunds menu.
| (1 Refunds >|
6. Click the Request Refund Item menu.
| E| Request Refund Item |

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » Receivables Maintenance > Refunds > Request Refund Item

[ New Window 2 Help &, http
Request Refund Item
Enter any information you have and click Search. Leave fields blank for a list of all values.

Adda New Value

[+

Run Control ID: begins with ~ |

[case Sensitive

Search Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Main Content
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Step Action

7. The Request Refund Item search page displays.
Click the Search button.

8. Click the PSKF link.
PSKF

QIRALLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites = Main Menu » AccountsReceivable » Receivables Maintenance » Refunds > Request Refund Item

&0 New Window 2 Help [& Personalize Page B hilp
Refunds

Run Control ID:  PSKF poriiianage; Process Monitor Bua

Uitz juds3 Q@

[T Load Directly to AP

12 save (A ReturntoSearch +] Previous in List [=] Motify [+ Add

Step Action
9. The Refunds page displays.
Enter the desired information into the Unit field. Enter "jud53".
10. Click the Load Directly to AP option.
11. Click the Save button.
12. Click the Run button.
Run
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QlRACLE

Favorites © Main Menu > Accounts Receivable > Receivables Maintenance > Refunds > Request Refund Item

Process Scheduler Request

User ID: kenvp1 Run Control ID: PSKF

server Name: [N ~ Run Date: [04/03/2013 [

Recurrence: - Run Time: [2:14:17PH Resetto Current DateiTime

Time Zone: Q
Select Description Process Name Process Type Type *Format Distribution
AR_REFUND AR_REFUND Application Engine  Web = TXT = Distribution
oK Cancel |
Ok (Enter)

Home | Workist | MuliChannel Console | Addto Favorites |

ENewWindow ? Help [ Personalize Page 1B hitp

Sign out

Step

Action

13.

The Process Scheduler Request page displays.
Click the OK button.

OIACLE
Favorites : Main Menu » Accounts Receivable > Receivables Maintenance > Refunds > Request Refund Item
@ NewWindow ? Help [ Personalize Page

Refunds

Run Control ID:  PSKF Reportiianager Process Monitor R

Process Instance: 18239
Report Request Parameters
unitt | JUD53 @  Baltimore County District Cour

Load Directly to AP

B save | [ Retum o Search | [+E] PreviousinList | [{E] 1ot List | [ Notify v Add Update

fe/Dispiay)

javasc tion_win0(doc "PRCSRQSTDLG_WRK_LOAD...

Home | Workist | MuliChannel Console | Addto Favorites |

Sign out

Saved |
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Step Action

14, The Refunds page displays.

Click the Process Monitor link.

Process Maonitar

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu » AccountsReceivable » Receivables Maintenance » Refunds > Request Refund Item

ENewWindow ? Help [& Personalize Page (B http =

Actions
User 1D fenvp1 Q Type - Last - 1 Days ~ Refresh
Server -~ Wame[ @ stance | |t [ |
Run Status A Distribution Status v Save On Refresh

Find | View A1 B 3 Fr O qag0r4a O (oot

Select Instance Seq. Process Type Process Hame User  Run DateTime Run Status W Details
18239 Application Engine AR_REFUND  kenvpl 04/03/2013 2:14:17PM EDT Queued NIA Details
18232 PSJob ARUPDATE kenvp1 04/03/2013 2:10:48PM EDT Success Posted Details
18225 PSJob ARUPDATE kenvp1 04/03/2013 2:02:12PM EDT Success Posted Details
18218 PSJob ARUPDATE kenvp1 04/03/2013 1:47:22PM EDT Success Posted Details !
18207 PSJob AOC MAIN kenvp1 04/03/2013 1:41:57PM EDT Success Posted Details 1
18208 SQR Report BIVCSTS kenvp1 04/03/2013 1:38:48PM EDT Success Posted Details
18205 Application Engine BIIF0001 kenvp1 04/03/2013 1:32:15PM EDT Suceess Posted Details
18204 Application Engine AQC_DIS_INTF kenvp1 04/03/2013 1:29:50PM EDT Success Posted Details
18194 PSJob ARUPDATE kenvp1 04/03/2013 11:36:30AM EDT Success Posted Details
18187 PSJob ARUPDATE kenvp1 04/03/2013 11:24:19AM EDT Success Posted Details
18176 PSJob AOC MAIN kenvp1 04/03/201311:17:01AM EDT Success Posted Details
18165 PSJob ARUPDATE kenvp1 04/03/2013 10:59:48AM EDT Success Posted Details
18158 PSJob ARUPDATE kenvp1 04/03/2013 10:52:4TAM EDT Suceess Posted Details
18146 PSJob AOC MAIN ken.vp1 04/03/2013 10:49:12AM EDT Success Posted Details

Go back to Request Refund ltem

el m ,

Step Action

15. The Process List page displays.
Click the Refresh button.

16. Confirm the Run Status isSuccess and the Distribution Status is Posted.
Success Posted
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F A ts Payabl Control G Post Control 6 AL
) i ; ) I New Window ? Help [& Personalize Page B, hiip
Post Control Group
Unit.  MDJUD _‘L A

Post  Group Status Operator Assigned

EE1 Verified Bouryng, Esther 031312013 11:12AM
] 4321 Verified Bouryng, Esther 022212013 7-45AM

[E save [\ Returnto Search  [=] Notify

Step Action

17. Run AR Update after the Request Refund Item (Load to AP) process so the items
are properly updated in Accounts Receivable.

18. You have successfully completedthe Loading to Accounts Payable for Voucher
Creation topic.

You have learned to:
- Run the Refund Request Item process

End of Procedure.

Lesson 6: Processing Revenue Refunds

Lesson Overview:

Revenue Refunds will be processed through the Accounts Payable module as a Single Payment
Voucher and a One Time Vendor. By use of this approach, regular vendors will not need to be
setup, which is required when processed through the Receivables Refund process. The One Time
Vendor will make user of 99-99-9999 which will not be sentto GAD for new vendor approval.

Lesson Objectives:
After completingthis lesson, you will be familiar with:

e Processing Revenue Refunds
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6.1 Processing Revenue Refunds

Revenue Refunds will be processed through the Accounts Payable module as a Single Payment
Voucher and a One Time Vendor. By use of this approach, regular vendors will not need to be
setup, which is required when processed through the Receivables Refund process. The One Time
Vendor will make user of 99-99-9999 which will not be sentto GAD for new vendor approval.

Workflow for local court voucher entry has already been defined and will be utilized with this
process also. The court AP specialist will enter the voucher, which will then be routed to the
court Supervisor forapproval. Upon approval of the Court Supervisor the voucher will then be
routed to DBF where they will review the information for final processing to GAD.
Theattachment of the Court Approved Refund document is available via the Single Pay Invoice.
The Invoice number will be the Case Number when oneexists. In thistopic, you will learn how
to process a revenue refund.

After completingthis topic, youwill be familiar with:

e Processing revenue refunds

Procedure

In this topic, youwill learn howto process a revenue refund.

Step Action

1. Begin by navigating to the Voucher page.

Click the Main Menu button.
|rv1a in 1r:1e nu

2. Click the Menu sort button.

=]
3. Click the Accounts Payable menu.

| 3 Accounts Payable 1_5|
4, Click the Vouchers menu.

| (3 Vouchers Pl
5. Click the Add/Update menu.

| 3 Add/Update >|
6. Click the Reqular Entry menu.

| | Regular Entry |
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Favorites | Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry
I New Window ? Help & http
Voucher
Business Unit: MDJUD @
Vot S oot .
Short Vendor Name: Q
Vendor ID: Q.
Vendor Location: Q
Address Sequence Number: 0
- B
Find an Existing Value | Add a New Value
Step Action
7. The Voucher search page displays.
Click the Voucher Style list.
| Regular Youcher - |
8. Click the Single Payment Voucher list item.
[Single Payment Voucher |
9. Enter the Case Number or pertinent information into the Invoice Number field,
which will be included on the checkstub from the Maryland Comptroller.
10. Enter today's date into the Invoice Date field.
11. Enter the desired information into the Gross Invoice Amount field. Enter "200".
12. Click the Add button.
Add
13. The Vendor Information - Single Payment Vendor tabdisplays.
Enter the Vendor's name into the Name 1 field. Enter "John Doe".
14. Enter the desired address into the Address 1 field. Enter "789 Main Street".
Note: At least one address line must be entered.
15. Enter the desired city into the City field. Enter "Annapolis™.
16. Enter the desired state into the State field. Enter "MD",
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Step

Action

17.

Enter the desired zip code into the Postal field. Enter "21051".

18.

Click the Invoice Information tab.

|1rwni|:e Information |

ORA
Home | Workist | MutiChannelConsole | AddtoFavorites |  Sign out
Favorites  Man Menu > AccountsPayable > Vouchers > Add/Update » Regubr Entry
[*] Related Content & New Window ? Help [ Personalize Page G,http =
AOC MD Payment " Payments | Voucher Afiributes | Single Payment Vendor
Business Unit: MDJUD Invoice No: Action:
Voucher ID: NEXT Invoice Date: 061712013 ]
Voucher Style: single Payment Voucher  Accounting Date: 061712013 El Run
Vendor ID: 999999999 @ WDJUD - Single Payment Vendor Session Defaults
SINGLE PAY-1 a
Atachments (0)
Location: 1 Q
Comments(0)
*Address: 1 Q
Control Group: q PayTems: 7 [NEToo A pue Now
Invoice Lines: . Basis Date Type: Acet Date
Non ise Summary
~currency: I usDla, Print Invoice
Miscellaneous: = =
Freight: =]
Total: 200.00
Difference: 0.00
Calculate
Invoice Lines Find | view a1l First I 4004 I Last
EIE=
Line: 1 Item: [ A yom: [ Q
“Distribute by: Amount - Unit Price: Quantity: [
Ship To: 89 Q. Line Amount: 200.00
SpeedChart: Q. Dpescription:
[[]one Asset
Calculate
Personaiize | Find | View 21 |
Exchange Rate | Statistics | Assets
COPY |ine  Merchandise Amt Quantity “GLURt  Account Openften ™" Fung  pept Program  APPIOP -

Step Action

19. The Invoice Information tabdisplays.

Click the Look up Item button.

Page 260



Training Guide

GEARS AR220 - Managing Customer Billing,
General Enterprise And Resource Support Receivables and Customer Payments -
Circuit Court

Look Up Item

SetiD:
ftem ID: begins with ~ |

Category:  begins with ~ |
Description: begins with + |

| Lookup || clear || Cancel |Basic Lookup

Search Results
Only the first 300 results can be displayed.
ew 100 First [§] 1300 of 300 5] Last
Cat Description

Computer, Personal desktop

Hall of Record Box'

Copier, Sharp, MX-M260, 26 ppm
Drug Testing, Urinalvsis. inst
JanitorialiCustodial/fiaid; Cle
Telecom, Cellular Devices. Mon
REAL PROPERTY RENTAL OR LEASE|
CONSULTING SERVICES

Misc. Senvices (Grant ONLY)
Concessions, Catering, Vending

Item ID at

204-53COMP01 OFC SUPPLIES

ElS
=

]
=

600-38COPY01 MISCELLANEOUS
680-93DRUG0Y MISCELLANEOUS
910-39CLEAND1 HOUSEHOLD
915-75CELLO1 MISCELLANEOUS
917-00LEASEQ1 MISCELLANEOU!
918-00CONSULTO1  MISCELLANEQUS
918-00GRANTO1 MISCELLANEOU
961-15CATERD1 HOUSEHOLD
961-46LANGO1 MISCELLANEOUS
961UTILO1

985-28WATERO1

]
=]

]
=]
S

=
]
]

2
]
=]
=

=
]
=]
=

2
]
=]
=

=
]
2

2
]
]

=
]
=]
=

Translation, Language Translat
Utility Senices, Electric, Ga
Coolers, Drinking Water, Renta

2
]
=]
=

=
]
=

]

Converted item) Line Comments
Alternative Dispute Resolution
Agreement to Participate in Al
Settlement Agreement
Mail Insertina/Folding/Sealing
HVAC Equipment, Parts and Acce
Coffeemakers
Qrder for Fingerprintina/Retur

]
=

e
=

]

H‘C"

]
=

Step Action

20. The Look Up Item window displays.

You may need to select the Containslist item in the Item ID search list to get the
full list of items available.

Enter the desired information into the Item ID field. Enter "refund".

21. Click the Look Up button.

22, Click the REFUND-000 link.

23. Enter the desired information into the UO M field. Enter "ea".

24. Enter the desired information into the Unit Price field. Enter "200".

25. Enter the desired information into the Q uantity field. Enter "1".

26. Click the Look up Ship To button.
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Look Up Ship To

SefiD: SHARE
Ship To Location: begins with =
Description: begins with

asic Lookup

Search Results

First [] 1620752 [3] Last

IRT/ANNE ARUNDEL
URT/BALTIMORE COUNTY
JRT/CALVERT COUNTY
URT/CAROLINE COUNTY
URT/CARROLL COUNTY
URT/CECIL COUNTY
JRT/CHARLES COUNTY
URT/DORCHESTER COUNT
ALLEGANY COUNTY
\FREDERICK COUNTY

\ GARRETT COUNTY

HARFORD COUNTY

\HOWARD COUNTY

cc

clelcle]e

1 PRINCE G COUNTY
JRT/QUEEN ANNE'S CTY
URT/ST. MARY'S CNTY
URT/SOMERSET COU
URT/TALBOT COUNTY
URTWASHINGTON
URT/WICOMICO COU
URTWORCESTER COUNTY
URT/BALTIMORE CITY

T OF MD / HOWELL

Look up Ship To (Alt+

GEARS

General Enterprise And Resource Support

Step

Action

27.

The Look Up Ship To window displays.

Scroll downward if needed.

ITY
GARRETT COUNTY
\HARFORD COUNTY
\HOWARD COUNTY
VKENT COUNTY

/SOMERSET CO
ITALBOT COUN
IWASHINGTON
/WICOMICO COUI
/WORCESTER C

DISTRICT ¢ OF MD /HOWELL
DISTRI! OF MD /{ COMMISS
DISTRI! JALLEGHANY CNTY
DISTRI! JANNE ARUNDEL
DISTRI! JBALTIMORE CNTY
DISTRI! CALVERT COUNTY
DISTRI! CAROLINE COUNTY.
DISTRI! CARROLL COUNTY
DISTRI! CECIL COUNTY
DISTRI! CHARLES COUNTY
DISTRI! ORCHESTER CNTY
DISTRI! FREDRICK CNTY
DISTRI! GARRETT COUNTY
DISTRI! J/HARTFORD COUNTY
DISTRI! JHOWARD COUNTY
DISTRI! JKENT COUNT

DISTRI! IMONTGOMERY CNTY
DISTRI! JPRINCE GEORGE'S
DISTRI! JQUEEN ANNE'S
DISTRI! /ST MARY'S CNTY
DISTRI! /SOMERSET COUNTY
DISTRI! ITALBOT COUNTY
DISTRI! /WASHINGTON CNTY
DISTRI! IWICOMICO CNTY
DISTRI! /WORCESTER CNTY
DISTRI! /BALTIMORE CITY

L:
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Step

Actio

n

28.

£

Click the 52 link, or your court location number.

29.

The SpeedChart field with a PCA may be available for each court location (thiswill
negate the need to enter the distribution line information).

Enter the SpeedChart information, if known. If one does not exist or is unknown,
follow the remaining steps.

30.

Scroll down to reveal additional fields.

ORA
Home | Workist | WuliChannel Console |  Addto Favories |  Sign out

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regulr Entry

Exchange Rate

Statistics | Assets

Session Defaulis

Attachments (0)

Comments(0)

Print Invoice

Find | view A1l First Kl 104 O (a5t

B a EIE=]
1.0000

I

Vendor ID: 999995999 @ DJUD - Single Payment Vendor
SINGLE PAY-1 a
Location: 1 Q
*Address: 1 Q
Control Group: q PayTems: 7 [NEToo A pue Now
Invoice Lines: . Basis Date Type: Acet Date
Non ise Summary

*Currency: [ usDj@

Miscellaneous: =]

Freight: =

Total: 200.00

Difference: 0.00

Calculate

Invoice Lines

Line: 1 Item: REFUND-000 A yom:
“Distribute by: Amount - Unit Price: 200.00000 Quantity:

Ship To: 52 Q@ Line Amount: 200.00

SpeedChart: @ pescription: Revenue Refund

Calculate

Personalize |

[[] One Asset

Fing | view i | B | #

First K 1 011 O Lot

EE @

Invoice

Copy
Dowp Line  Merchandise Amt Quantity

B save | ) Notify

*GL Unit

1 200.00 1.0000

s Refresh

Account  Openitem

BatEh  ung
ay

owsa [ Ja [ Ja[ Jla[ Ja[  la[ Ja[ la[]

| ADC MD Payment | Payments | Voucher Aftributes | Sinale Payment Vendor

Approp

Dept Program iR Ap

3

Er Add Update/Display

Step

Action

31.

Click the Look up Account button.
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Look Up Account

SetiD: SHARE
Account:  begins with ~ |
Description: begins with ~ |

LookUp || Clear | Cancel |gzsic Lookup

Search Results
ew 100 First [4] 1-234 of 234 [3] Las

J

Account Deseription Account
10 Reqular Salaries

Additional Assistance

Overtime

Shift Differential

Miscellaneous Adjustments
Accrued L eave Payout
Reclassifications

Social Security

Health Insurance

Retiree Health Insurance

Other Post Employment Benefits
Employee Refirement
Employee Pension

Judges Pension

Deferred Com

Unemployment Compensation
Workers Compensation
Turnover Expectancy
Honorariums

::~

I

=
=]
IS

=

=
=]
&

=
=

=

=
]

=
2

=
]
I

2

=
&
2

=
=

=
=
IS

=
=
=3

=]
]

=
=

=
]
e

=
los
B

=
5]
=

=
]
=
&1

Payments to Board Members
Payments to Asst Members
Character Committee Reporis

=
5]
=
=

=
]
=
S

=}
H

Employee Awards
Social Security Confribution

wWWWWWWWWWWWWWWWWWWWWWWWW§

=}
=
&3

Step Action

32. The Look Up Account window displays.

Enter the desired information into the Account field. Enter "54",

33. Click the Look Up button.
Look Up |

34, Click the General Fund link.
General Fund|

35. Enter the desired information into the Batch Agy field. Enter "C52".

36. Enter the desired information into the Fund field. Enter "0001".

37. Click the Look up Program (Alt+5) button.
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Look Up Program

SetiD: SHARE
Program Code: begins with = |
Description:  begins with ~ |

LookUp || Clear || Cancel |Basic Lookup

Search Results

Only the first 300 results can be displayed
ﬁew 100 First [4] 1-300 of 300 [3] Lasi

Program Code Description
Payroll
CIRCUIT COURTS FED
CC ALLEGANY COUNTY GF
ALLEGANY - LAND IMP_ FUND
ALLEGANY - PAROLE & PROBATION
ALLEGANY - NATURAL RESOURCES
ALLEGANY - LOCAL REVENUE
ALLEGANY -CIGARETTE SPEC_RET.
ALLEGANY -SUNDRY
ALLEGANY - MD SUBS ABUSE FUND
ALLEGANY - CRIM IN.J COMP FND
ALLEGANY - VICTIMS CRIME FND
ALLEGANY - VICTIM & WITNESS
ALLEGANY - PROP TRANSFER TAX
ALLEGANY - CREDIT CARDS
ALLEGANY - FORECLOS MEDIATION
ALLEGANY - CHARGEBACK CLEAR AC
CC ANNE ARUNDEL COUNTY GF
ANMNE ARUNDEL - LAND IMP_ FUND
ANME ARUNDEL - PAROLE & PROBAT
ANNME ARUNDEL - NATURAL RESOURC
ANNE ARUNDEL - LOCAL REVENUE
ANME ARUNDEL -CIGARET SPEC RET
ANNE ARUNDEL -SUNDRY

Step Action

38. The Look Up Program window displays.

Enter the desired information into the Program Code field. Enter "52".

39. Click the Look Up button.
Look Up |

40. Click the 5201 link.
5201

41. Enter the desired information into the Approp Number field. Enter "A5200".

42, Scroll to theright to reveal additional fields.
[ i |

43. Enter the desired information into the Approp Yr field. Enter "AY2014".

44, Click the Look up PCA (Alt+5) button.
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Look Up PCA

SetiD: SHARE
Program Cost Account: begins with ~ |
Description: begins with ~ |

[ Lookup || clear || Cancel |asic Lookun

Search Results

Only the first 300 results can be displayed.
ew 100 First [ 1-300 07300 [

1t Description
COURT OF APPEALS
COURT OF SPECIAL APPEALS
CIRCUIT COURT JUDGES
DISTRICT COURT
MD JUDICIAL CONF
ADMIN OFFICE OF COURTS
COURT RELATED AGENCIES
STATE LAW LIBRARY
JUDICIAL DATA PROCESSING
FAMILY L AW AND SERVICES DIVIS
HELICOPTER FUND JIS
DC DRUG COURT GRANT GEN FUNDS
DISTRICT COURT - FEDERAL FUNDS
GENERAL FUND RESERVE
JUDICIARY CLEARING ACCOUNT
CIRCUIT COURTS GEN
LAW CLERKS
DC SPECIAL FUNDS
ADMIN OFFICE OF COURTS
STATE LAW LIBRARY
LAND RECORD IMPROVEMENT
CC MASTER CSEU

=
=
5

=
=
@

=
=
2

=
2

=
=
@
&

E

z

=
=
<

=
=
{3

2

=
=
(s

=
=
3

=
=
5

=
=

=
=

=
=

=
N

CC MASTER CSEU FED FUNDS
CIRCUIT COURT MASTERS

=
fnd
o

Step Action

45. The Look Up PCA window displays.

Click the DISTRICT COURT link.
DISTRICT COURT

46. Click the Attachments (0) link.

Attachments (0
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Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

[¥] Related Content (0 New Window ? Help [ Personalize Page &, htip

Voucher Header Attachment

Business Unit MDJUD Voucher ID NEXT

ce e o1 B

File Hame  Description User Name Date/Time Stamp

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments

Add Attachment

0K Cancel | Refresh

Step

Action

47.

The Voucher Header Attachment page displays.

Click the Add Attachment button.
[ Add Attachment

48.

Click the Browse... button.

[Eowe. |

49.

Once you find the appropriate document, select it and click the O pen button.

Note: This is where the court-approved document should be attached for DBF
review.

Open

50.

Click the Upload button.
Lpload

51.

Enter the desired information into the Description field. Enter "Document for
review".

52.

Click the O Kbutton.

I
-

53.

Click the Save button.
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Step Action
54, Click the Action list.
55. Click the Budget Checking list item.
|Budget Checking |
56. Click the Run button.
| Run ||
I[))’Z z:: :r::;;o (v_::!:;:e process ta be completed? Voucher will be displayed after
Step Action
57. Click the Yes button.
Yes
58. Click the Summary tab.

Summary |
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OIRACLE
Home | Workist | WufiChannel Console |  Addto Favories |  Sign out

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

IReistescontent I Newwindow 7 Help (5 Personalize Page %) ntp

) Related Documents  Invoice Information | AOC MD Payment | Bayments " Youcher Aftributes | Single Payment Vendor = [¥)

Business Unit: MDJUD Invoice Date: 06/17/2013

Voucher ID: 00002653 Invoice No: CASE TRAIN

Voucher Style: SinglePay Invoice Total: 200.00 usD

Contract ID:

Vendor Name: MDJUD - Single Payment Vendor Pay Terms: Due Now
Voucher Source: Online

Entry Status: Postable Origin: ONL

Match Status: Mo Match Created: 06/17/2013

Approval Status: Approved Created By: andrew.somers

Post Status: Unposted Modified: 06/17/2013
Modified By: andrew somers

Doc Tol Status: Valid ERS Type: Not Applicable

Budget Status: valid Close Status: Open

Budget Misc Status: Valid

*View Related Payment Inquiry v G

[F Save  {£L Return to Search Notify | | @ Refresh B Add| [

Summary | Related D | Invoice ion | AGC WD Payment | Payments | Voucher Aftributes | Single Payment Vendor | Error Summary

Step Action

59. The Summary tabdisplays.

Review the Summary Page:
Once the payment hasbeen processed for budget checking, due to workflow which

is setup for Accounts Payable, your Approval Status should be ‘Pending.' Thiswill
now be routed through Workflow to the court supervisor for approval.

60. You have successfully completedthe Processing Revenue Refundstopic.

You have learned howto:
- process and review your revenue refunds
End of Procedure.

Course Summary

Congratulations!
You have successfully completedthe AR220 Managing Customer Billing, Receivables and
Customer Payments - Circuit Courts course. In thiscourse, you have learned how to:

e Process cash register transactionsfrom the BUS Interface
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e Process bad checks

e Process local revenue disbursements
e Process revenue refunds

We hope that youfound thisclass informative, interactive, andfun. Check out other GEARS
training courses, available on the GEARS website at http://mdcourts.gov/gears/
(http://courtnet/gears/index.html).

We are always looking for opportunitiesto improve our courses. If you have ideas on improving
thiscourse please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).
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